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Welcome to Punch List 



Your input is very valuable to us. We ask that you submit any suggestions, problems or comments to the Punch List 
support team. 

Technical Support 

You may contact us by email at support@punchlist.com 
You may also contact us by fax at 512-899-3427. 

The Punch List documentation in the Start menu is in Adobe Acrobat file format. All of the information in the online 
help is also contained within this file. The Acrobat Reader is on the Punch List CD and available online at 
www.adobe.com. 



Introduction 

Many decisions need to be taken at each stage of a project. Tasks must be scheduled, performed, and approved. A 
Project Manager could furiously scribble notes to himself in a yellow note pad while constantly flipping pages, adding 
some entries, modifying others, and scratching through completed items. Then there is the issue of going through all 
these notes every day and contacting your Resources who help manage your projects. 

Enter the Punch List Task Management System. The concept is simple: Let the Field Manager carry notes on a 
Palm Organizer and then at certain points of the day upload those notes to a computer that has a network connection 
or a modem. Let the computer send all those notes out to the people who needed the information as faxes or emails. 
From that simple concept Punch List has grown into an application that provides unsurpassed connectivity for the 
individual out in the field. Data is gathered and transferred accurately with very little effort. Anyone who is 
responsible for any kind of Project can use Punch List. From one man operations to the largest organizations, Punch 
List is the tool that connects the Project Manager to the Resources required for completing the Project. 

And now, Punch List makes it easy for organizations who already base their Projects on scheduling software to run 
their business. Punch List works closely with Microsoft Project, Primavera's SureTrak, JDEdwards Project 
Management, and Intuit Master Builder. These widely used programs generate the master schedule and then 
transfer the Tasks to the Manager in the field through Punch List. The Manager schedules the Tasks, supervises the 
work, and then updates the master schedule all from the handheld. Punch List sits in the middle as the gateway 
between the scheduling software package at the office, the Manager, and the Resources. 

Once you have integrated Punch List as your Task Management tool you will wonder how you ever got along without 
it. Throw away your yellow note pad and enjoy using Punch List! 
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Getting help in Punch List Desktop 

The online help is accessed from the Help menu. Choose Contents and Index to open the standard Help system. 

To learn more about any of the fields, buttons, or windows in Punch List Desktop, click on the object in question and 
press the F1 key. Alternatively, select What's this? From the Help menu and click on the object in question. 

The Punch List program group in the Start Menu includes the documentation for Punch List in Adobe Acrobat Reader 
format (PDF). The Reader application can be installed from the Punch List CD or you can download it from Adobe's 
web site, http://www.adobe.com 



-5- 



Getting Help in Punch List Remote 

Most of the screens in Punch List Remote have context sensitive help associated with them. Look in the upper right 
hand corner for the info button ©. If this button is present a help screen is associated with the form. Tapping the 
info button will open the help screen. 



[ Punch List Help 




t Main screen 


Punch List starts by presenting the 1 
Main screen. This screen has 
several button areas which allow 1 
you to access the other portions of 1 
the application. [ 

The button areas allow you to 
Create, Find and List Tasks. Vou j 
can show the Tasks which have j 


1 

r 


® 



There are usually several help topics for each screen. The topics can be viewed by selecting from the choice list at 
the top of the screen. Each screen has a general discussion on the features and use of the screen. Additionally, 
each object on the screen will have a short description. 
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www.punchlist.com 



Our web site should be your central location for all the latest information about Punch List and related topics. You 
can learn about the latest developments in handheld-to-desktop connectivity, download updates, and contact us here 
at Strata Systems, LC. 

Our web site maintains a list of Frequently Asked Questions (FAQs) that you can check for additional information 
about Punch List. Common errors, workarounds, and confusing concepts are often explained in further detail. 

You may also contact us via email if you have questions, comments, or suggestions. Our email address is 
support@punchlist.com 

We would also like to invite you to join our discussion list. This list is a forum for users of Punch List to ask questions, 
discuss strategies, and exchange success stories with each other. Participants in the list help each other get the 
most out of Punch List. This list is monitored by the developers and technical support folks here at Strata Systems, 
LC as well. To join the discussion list, point your web browser to 

http://groups.yahoo.com/group/punchlist/ 
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System Requirements 

Punch List Desktop requires a PC running Windows 95, 98, Me, NT, 2000 or XP with a minimum of 32 Mb RAM. 64 
Mb of RAM is recommended*. A Pentium class processor is required. 

Punch List will require a total of 20 Mb of free hard drive space* when it is empty. It will require more space as it is 
filled with data. 

Punch List can be installed either from a CD-ROM or by downloading the installer from the Punch List web site. If 
you plan to install from the CD, you'll need a CD-ROM drive attached to your PC. If you intend to download the 
installer from the web (http://www.punchlist.com), you will need a total of 35 Mb of free drive space to temporarily 
accommodate the installer files and the permanent Punch List files. 

In order to take advantage of the HotSync and faxing capabilities of Punch List, you will need one COM port 
(COMmunications port) dedicated to handling the HotSync process - either via modem or via a local cradle, and 
another COM port occupied by a fax/modem that will handle outgoing faxes. 

Punch List Remote requires a Palm Connected Organizer or similar device running Palm OS v4.0 or better. If your 
handheld has an older operating system you can download an upgrade from http://www.palm.com. 
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Getting Started 

Punch List is a robust application with many features, windows, and rules built into it. Do not let that worry you, 
though. A great deal of effort has been put into making this application as easy to setup and use as possible. The 
following is a simple outline on how to get started using Punch List for those of you (like me) who cannot stand to 
read the documentation. 

1. Install Punch List Desktop. 

2. Start the Desktop application and complete the Setup Wizard. 

3. Install Punch List Remote. 

4. Enter some new Tasks. 

From this point using Punch List will be a matter of refining your database of Projects, Resources, Subprojects, 
Divisions, and Titles (the Base Info Tables), and of course entering and updating your Tasks. 

For those of you who just can't wait to see the Remote application, please note that installing Punch List Remote is 
step 3. You must go through the preliminary configuration in the Setup Wizard first. Most Palm-based applications 
consist of a single .PRC file that you install using the Install Tool. As of this writing, the Punch List Remote 
application consists of no less than 20 files that must be installed on your handheld. Fortunately, most of these files 
are tiny but... 

Punch List Remote can ONLY be installed from within the Desktop application. 
If you go find the .PRC file and use the Palm Install Tool yourself, it is not going to work. And if you call Tech Support 
saying the Remote application does not work and we find out this is what you did we will get a picture of you, hang it 
on our wall, and use it as a dart board. 
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Installing Punch List Desktop 

To install from a CD, insert the CD into your CD drive. The CD Control Panel will open and guide you through the 
installation with documentation and tutorial movies. 

To install from the web, go to http://www.punchlist.com/support.aspx. You will download and run a file named 
pl+setup.exe or pl-setup.exe, depending on the choices you make regarding Microsoft Access when you download. 

Double-click the EXE file to begin the installation. 

The License Agreement will be shown first for your acceptance. Read it. Next, you will be asked to select an 
Installation Type. This is the initial data set. If you work in the construction industry, you should select either 
Residential Construction or Commercial Construction. The residential set has terminology typically used by single 
and multi-family home builders. The commercial set has terms and codes set by the Construction Specifications 
Institute (CSI). Other users should choose General Project Management, which has place-holders for inserting your 
own terms. Regardless of the set you choose, you can modify this initial data set after installation. 

After selecting a data set, the installation will proceed automatically until complete. You will be prompted to restart 
your computer. After restarting, Punch List is ready for use. 



° Windows NT/2000 or XP users must be logged on with Administrator privileges before installing Punch List. If you 
log in as the Administrator you have nothing to change. If, however, you normally log in as a user with less privileges 
you need to have your Administrator temporarily grant your account Administrator privileges BEFORE you install 
Punch List. Once you have Punch List installed successfully, have the Administrator restore your privileges to their 
original state. 

* Punch List is memory and processor intensive particularly if you have a great deal of data entered. If you are at or 
close to the minimum requirements for RAM or free hard drive space, you should think seriously about obtaining 
more. All computers running Microsoft Windows perform poorly when you have very little hard drive space available. 
This is due the use of "Virtual Memory" by the Windows operating system that requires the ability to use the hard 
drive as a temporary RAM device. We recommend that you always leave approximately 10% of your hard drive 
empty and that you defragment your drive on a regular basis. 
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The Punch List System 

The Punch List System is designed to help you perform these functions: 

• Organize and Schedule Projects and their related Tasks. 

• Compile & distribute information to Resources via fax, email, or as printed documents. 

• Transfer Project, Resource, and Task information to & from a handheld device such as Palm Connected 
Organizers based on the Palm Computing platform. 

• Communicate with and update other popular Scheduling Software Packages. 

• Enhance communication between Project participants. 



Punch List is actually two complete, independent programs that communicate with each other: 

1) Punch List Desktop 

Runs on a Personal Computer (PC) using Windows 95, 98, ME, NT, 2000 orXP. 

2) Punch List Remote 

Runs on one (or more) handheld devices based on the Palm Operating System. 

Other related components involve hardware such as fax/modems, printers, your computer, and handheld devices. If, 
for example, you intend to have Punch List distribute documents as faxes, you must have a fax/modem connected to 
your computer and properly configured. In order to use Punch List Remote, you must have a Palm Connected 
Organizer running Palm OS v4.0 or better and be able to HotSync successfully from your PC. In order to have Punch 
List distribute information via email, you must have an Internet Service Provider (ISP), a working email address, and 
a method for connecting to the Internet. 

Punch List will do as much as possible to setup and configure these other components during the installation and 
setup of the program. If you do not have one of the components currently, you may at some time in the future 
reconfigure Punch List to take advantage of a newly acquired component. If, for example, you do not currently own a 
fax/modem, you can setup Punch List for faxing when you later purchase and install one. 
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The Setup Wizard 

In order to help you get up and running as quickly as possible, a Setup Wizard will run the first time you start Punch 
List Desktop. There are many steps to complete in the Setup Wizard and it will take approximately 20 minutes for 
you to get through them all. You will be saving your work as you go, so if you get interrupted (or tired) you can come 
back and finish later. If you quit Punch List before you finish, you will be returned to the same section of the Setup 
Wizard the next time you start the program. 

The Setup Wizard takes you through a step-by-step process in which you answer questions and enter information 
when prompted. With the Setup Wizard you will: 

• Enter your Organization's identifying information such as Company Name and phone numbers 

• Configure your fax/modem (if you have one) 

• Configure Punch List to send email (provided you have an Internet Connection and an email account) 

• Enter one or more Manager accounts 

• Enter one or more Project records 

• Enter one or more Resource records 

• Set your Preferences for distribution times and methods 

• Install Punch List Remote 

The Setup Wizard can be invoked at any time in the future when circumstances dictate the initial information needs to 
be changed. For example, if you do not currently have an email account, or you cannot successfully connect to the 
Internet, you will not be able to complete the email Setup options. Go ahead and proceed through the remaining 
steps in the Setup Wizard. Once you have your email account and/or your Internet connection established, you can 
return to the email Setup section of the Setup Wizard to let Punch List know you are now ready to start using the 
email distribution features. 

Once you have completed all the steps of the Setup Wizard you can then proceed to entering new Tasks. 
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Punch List Desktop 



The Punch List Desktop application is the component of the Punch List System that runs on a PC using Microsoft 
Windows 95, 98, Me, NT, 2000 or XP. The Desktop application is used to: 

• Maintain the Base Info Tables 

• Create, Filter, and Review Tasks 

• Distribute information to Resources via fax, email, or as printed documents 

• Synchronize and install Punch List Remote 

• Archive Task and Project information 

• Print Reports 

• Import and export data 

Punch List is a groupware application where multiple users can share information using the system. There may be 
several Remote users who connect to a single copy of Punch List Desktop. There should be one and only one 
installation of the Desktop application for all the Remote users. 

Installing the Desktop application on two different computers and then attempting to 
synchronize a single remote at both sites will cause data errors in both locations. 

Managing the Desktop application with multiple Remote users, called Managers, can be somewhat complicated. 
Even if you are the only user, here are some important things to remember. 

In order for a Remote user to synchronize data with the Desktop application, Punch List Desktop must be up an 
running. If the Desktop application is not running when a user HotSyncs, the Punch List Remote data will be ignored 
during the HotSync. Additionally, the Desktop application must be in Ready for HotSync mode. 

The Desktop application can be set to perform automatic Distribution Cycles at regular intervals. In order for the 
distributions to occur, Punch List Desktop must be running when the next cycle occurs. 

Certain functions in the Desktop application will prevent other functions from occurring. For example, HotSyncs 
during a Distribution Cycle will be ignored by Punch List. Conversely, a Distribution Cycle will be temporarily delayed 
while a HotSync is in progress. As soon as the HotSync completes, the Cycle will kick in if one is pending. 
Additionally, creating or editing Task records in the Desktop application will prevent a HotSync from occurring. When 
you are through managing Task records on the Desktop, be sure to close the Task Entry window and be certain that 
the Ready for HotSync indicator appears in the lower left corner of your computer screen. If the Task Entry window is 
opened, the indicator will change to "HotSync Disabled" to remind you that you cannot synchronize with the Remote 
application. Close the Task Entry window when you are done editing and the indicator will once again change to 
"Ready for HotSync". 

Finally, in situations where multiple Managers exist, it is a good idea to make sure that everyone is aware of the 
distribution schedule. If your Managers know the schedule, they can attempt their HotSyncs before the next 
Distribution Cycle so that Tasks they create or update get into the Queue and are distributed as soon as possible. 
Note that any Task can be flagged "ASAP" which means it will be distributed as soon as the HotSync completes. Any 
Tasks so marked will force a non-scheduled Distribution Cycle. If your Managers are marking many Tasks with the 
ASAP flag, the Desktop application will often be tied up performing non-scheduled distributions and as such, lock out 
the other Managers when they attempt to HotSync. With multiple Managers the ASAP flag should be used sparingly. 
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Punch List Remote 



The Punch List Remote application is the component that runs on a handheld device such as Palm Connected 
Organizers based on the Palm Computing platform. The Remote application is used to: 

• Create, update, and review Tasks 

• Maintain and review a list of Tasks needing further confirmation 

• Update and review Schedule Steps 

Punch List Remote relies on choice lists, check boxes, and other similar devices to make data entry quick and 
accurate. Much of the complexity involved in setting up Punch List, e.g. creating the Base Info Tables, is to make the 
Remote device simple to use. 

Each person using Punch List Remote must have a Manager account created in the Desktop application. One Punch 
List license is required for EACH Manager account on the system. 

The Remote application contains it's own context sensitive help system. Every screen with additional help screens 
has an info button © in the upper right hand corner. Clicking this button will take you to a screen that contains an 
overview of the screen and an explanation of each of the controls on that screen. 
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Labels, User-Defined Fields, and Terminology 

In an effort to make Punch List as flexible as possible, several of the terms used in Punch List can be changed to fit 
the needs of your particular organization. The names used for the Base Info Tables, the term used for Project 
Groups, as well as the name for a Task can be changed. These names are collectively referred to as "Labels" in 
Punch List. You may modify the Labels after installing Punch List by selecting "Labels" from the Setup section of the 
Main Window. 

Setup * 
Opfj-iniz.rtion 
Labels ... 

Import hj|)ort Options. 1 

Pi ef erences Jr 

Holidays Work week 1 



The Labels you assign will be reflected throughout Punch List in all the screens, reports, and distribution documents. 
In fact, the only place your Labels will NOT be seen is in this help document itself. Since Punch List is a programmed 
environment, a simple substitution is all that is required. This documentation, however, is "static" and cannot be 
modified. As you read the Punch List documentation, you will need to mentally substitute the appropriate Labels. 
Thank goodness for Post-Its. 

Note 

If you change the Labels after the setting up your Import/Export options, you will want to revisit the Import/Export 
options and save that configuration again. Once you have changed the Labels and saved your Import/Export options, 
reprint the Import/Export Specification so that the new terminology will be reflected. 

In addition to the customized Labels, there are a number of User-Defined fields throughout the program. A user- 
defined field allows you to store information appropriate to your specific situation. For example, Projects have four 
"detail" fields. If your business is building maintenance, you might need to keep track of a building supervisor name, 
phone number and pager. You can store whatever you need in a user-defined field. Additionally, a user-defined field 
can be record specific. For example, if one Project requires an "owner" but another Project requires a "supervisor", 
you can easily set this up in Punch List. 
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Task Information Hierarchy 

To define a Task, you nominate a Project, Subproject, Resource, Division & Title (the "Base Info") and optionally a 
Project Group. These items help communicate to the interested parties what the Task involves, where, and how it is 
to be performed. By tailoring your Base Info Tables carefully Task creation is made simple, quick, and can 
communicate the majority of the information necessary to complete the Task. Very little should be required in the 
form of a hand written note. 

The Task Information Hierarchy refers to the relationships between the Task, it's Project, and the other Base Info 
items. The Hierarchy can be visualized as follows: 

TASK 

— PROJECT GROUP 

L PROJECT 

L SUB PROJECT 

— RESOURCE 
-DIVISION 

•—TITLE 

To help illustrate how these relationships help to define your Tasks, let's take the example of an automobile 
development project. In this example, a sample Task might be: 

TASK - Lighten our existing metallic red paint #22292 for a new production model. 

PROJECT GROUP - Vehicle Development 

PROJECT - Zippy Sport Utility Vehicle (a new vehicle in development) 

SUBPROJECT - 4WD V6 Zipster (a new model of the Zippy SUV) 

RESOURCE - Mr. Pane Tacar (supervisor in paint department, the person assigned to the Task) 

DIVISION - Body Paint (a specific part of new vehicle development) 

TITLE - Metallic Red #22292 (a specific paint) 



The vast majority of the information that defines the task comes from the Base Info. Since these pieces of 
information are selected from choice lists during the creation of a Task, it is very simple to thoroughly define the Task 
leaving very little information required in the form of a note. This is, of course, highly convenient when Tasks are 
entered in a handheld device using Punch List Remote. 

Note that if the Resource in this example, Mr. Pane Tacar, is a Punch List Manager, he could then redirect the Task 
to some other person (another Resource) who would actually complete the Task. This new Resource could then be 
notified of the new Task by a fax, an email, or by a printed document. 

Also remember that the names of the hierarchy components can be changed to fit your specific needs. See the 
section Labels, User-Defined Fields, and Terminology for more. 
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Project Templates 

Most users of the Punch List System quickly find that many of their Projects are similar in structure and duration. If 
your organization builds homes, most of them are similar in that they all have a foundation, a frame, a roof, 
bathrooms, bedrooms, etc. There are several Tasks required to complete each phase of the Project but from one to 
the next the Tasks generally follow the same pattern. It may be that you have a handful of Project Types such as 
"Spec House", "Tenement", and/or "Apartment Complex". To facilitate starting a new Project of a type that will be 
produced repeatedly, the Punch List System allows you to create Project Templates. You can create a Template for 
each type of Project your organization produces. You may create as many Templates as you need. When you begin 
a new Project you can quickly generate the new Project and all of it's associated Tasks from the Template without 
having to enter each Task one at a time. 

You can create a Project Template from scratch and then refine the Template over time as you learn how to use 
Punch List more efficiently. You can also create a Template from an existing Project. This is especially useful for 
those of you who have been using Punch List already. After you indicate the Project on which to base the Template, 
Punch List will examine the existing Tasks and generate new Task Templates. These Templates will contain all the 
relevant who, what, and when information. From this, you can generate a new Project by indicating the Project start 
date and giving the Project a name. The Tasks created will be in order, complete with scheduled start dates and 
durations. You can, of course, modify the generated Tasks on a case by case basis as needed but the majority of the 
work will be done for you. 

Project Templates can be a real boost to your productivity. It is recommended that you fully investigate and utilize 
Project Templates. For more information see Managing Project Templates in the Base Info section of this help file. 
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The Task Life Cycle 

It is helpful to understand how data flows back and forth between the Punch List Desktop and Remote applications 
and the Life Cycle of a Task. The process is variable dependent on how the Task is created. Before you can create 
any Tasks in Punch List, you must complete the initial setup of the program using the Setup Wizard. 

There are three ways to create Tasks in Punch List: 

1) Create new Tasks using Punch List Remote on a Palm Connected Organizer 

2) Create new Tasks using Punch List Desktop on a PC 

3) Import Tasks from one of the Scheduling Software Packages 

During the life cycle of a Task modifications can be made on the Desktop or on the Remote but not both at the same 
time. This prevents a Manager in the field from making changes that would be overwritten by changes made on the 
Desktop, or vice versa. 

When a new Task is created using Punch List Remote, the Task exists only on the handheld until your next 
synchronization (called a HotSync) with the Desktop application. Before the HotSync, the Task is designated as 
FULL EDIT and you can modify the Task in any manner necessary. After the HotSync, the Task is designated as on 
the DESKTOP and will be placed in the Distribution Queue. A read-only copy of the Task will be copied back to the 
handheld. 

Tasks created using Punch List Desktop are immediately placed in the Queue for distribution. If a HotSync occurs 
before the next Distribution Cycle, a read-only copy of the Task will be copied back to the handheld. 

While the Task is awaiting distribution (on the DESKTOP), modifications can only be made in Punch List Desktop. 
You may modify anything you wish prior to distribution in the Desktop application. 

Once the distribution occurs, several of the data entry fields will become disabled. For example, the Resource field 
will become disabled. This makes sense because you always want the Task to accurately reflect the recipient. 
Tasks that have been distributed are designated SENT. 

Distributed Tasks will be copied back to the handheld with the new designation during the next HotSync. These 
Tasks will be also marked "in the field". That is to say, they can be modified on the handheld but they cannot be 
modified in Punch List Desktop. 

Once distributed, Tasks can be updated to reflect starting and ending dates or to show progress as a percentage of 
the work that has been completed. Additional commentary can be added as necessary. The Task can also be 
marked RESEND, which will place it back in the Distribution Queue. If, for example, the work is not started on time or 
perhaps the Task was not performed to the Manager's satisfaction, the Resource could be updated with additional 
information pertinent to the successful completion of the Task. 

Once the Task has been completed, provide the Actual Completion date and the Task will be removed from the 
handheld during the next HotSync. The Desktop will maintain a copy of the Task, but it will disappear from the 
handheld. This is an important step in keeping the number of Tasks on the handheld to a workable minimum. 

Tasks imported from one of the Scheduling Software Packages follow a similar path with the following considerations. 
These Tasks will carry the designation IMPORTED. Imported Tasks will have several data entry fields disabled. You 
cannot, for example, change the Project, Division or Title. For these Tasks, the Scheduling Software is in control of 
these values and they can never be changed in Punch List. The Destination will be set to "NONE" when the Task is 
imported. That is to say, no distribution will occur until you specify the method by which the distribution should occur; 
either fax, email, or printer. 

A typical life cycle for an imported Task might go as follows. The Task is imported from the Scheduling Software with 
the designation IMPORTED and the Destination set to NONE. The Manager performs a HotSync and the newly 
imported Tasks are transferred to the handheld. When the Manager is ready for the distribution to occur, the Task's 
Destination is changed either by selecting the distribution method from a list or by selecting the Resource that is to 
perform the work. The Default Distribution Method of the Resource will be substituted if the Task Destination is 
NONE. 

At the next HotSync, these Tasks will be placed in the Distribution Queue. From this point, the life cycle is essentially 
the same as any other Task. 
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Schedule Steps and Scheduling Software 

A Schedule Step is a Task with special significance for the associated Project's schedule. How you create Schedule 
Steps and how you identify them is dependent on whether you are using Punch List as a stand alone application or in 
conjunction with one of the four Scheduling Software Packages. Punch List has been built to work closely with 
Microsoft Project, Primavera SureTrak, JDEdwards Project Management, and Intuit Master Builder. 

If you are using one of the compatible Scheduling Software programs, your Schedule Steps are imported from files 
generated by your Scheduling Software. In this case, a Schedule Step is identified with the IMPORTED designation. 
For JDEdwards users, the imported Tasks will be created under the Division named "JDEdwards Scheduling". 
Microsoft Project and Primavera SureTrak users may create their project files in such a way that Punch List Tasks will 
have their Division nominated during the import. If no Division is provided during the import, Tasks created from a 
Microsoft Project import will be created under the Division "MS Project Assignments". Similarly, Tasks created from a 
Primavera SureTrak import with no Division will be created under the Division "SureTrak Activities". For complete 
information on how to setup your Import and Export files, print the Import/Export Specification document from the 
Import/Export Options in the Punch List Main Window. That document explains in much greater detail underlying 
rules and considerations you will need to be aware of when using Punch List in this manner. 

If you are using Intuit Master Builder, Tasks will be imported under the Division "Master Builder". Synchronization will 
be performed via the Master Builder Integrator (MBPLI) application. For more information on using the MBPLI 
application, see Master Builder Integrator in this help file. 
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The Main Window 



All of the features of the Desktop application can be accessed from the Main Window. 



Punch List Desktop 


Base Info 


* Tasks | Distribution 


Synchronize 


Import/Export ^ Setup ^ ^ ^^ nm ^ J[ 


PUhJc'U L 


^ f next distribution: 9/25/99 & 4:00 PM 



The Main Window is divided into 6 sections. As you move your mouse pointer over each section, more options will 
become available. Detailed information is available for each section but here is a brief summary. 

Base Info 

The Base Info section leads you into the entry windows for the Base Info Tables. The information in these tables 
comprise the background data for your Tasks. As you create Tasks you will define the who, what, and where aspects 
by selecting from information you have already entered as Base Info. 

Tasks 

The Tasks section lets you create, update, search for, and review Task information. You also run the Week at a 
Glance report from this section. 

Distribution 

Everything you need for distributing your Task information is included in this section. You can initiate an immediate 
Distribution Cycle, preview the Tasks that are in the Queue, review past distributions, and configure your fax and 
email options. 

Synchronize 

The Synchronize section is where the Desktop application communicates with the Remote. From here you can install 
the Punch List Remote and set Punch List Desktop to be Ready for HotSync events. In this mode, the Desktop 
application monitors HotSync events listening for a handheld with Punch List Remote installed. 

Import/Export 

This section allows you to transfer data into and out of Punch List. Those who use Punch List in conjunction with one 
of the Scheduling Software Packages will use this section frequently. Note that this section will be hidden until you 
visit the Import/Export Options feature of the Setup section. This section will also be hidden if your installation is 
enabled for Intuit Master Builder as all synchronization will be performed via the Master Builder Integrator application. 

Setup 

Basic Setup operations are initiated from here. Each of the options here takes you back into the Setup Wizard. 
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Entry Window Basics 



Punch List Desktop is built with Microsoft Access 97. If you have used other Access databases, you will already be 
familiar with many of the buttons, menu options, navigation techniques, and on-screen objects. This section briefly 
covers some of the basics of the Access interface. For a more complete discussion of the interface, see the 
Microsoft Access 97 documentation. 

For the sake of this discussion, we will take a look at the Managers entry window. This window makes use of almost 
all of the interface elements. 



HI Managers 



?|_ |n|x| 



manager 



Hugh Darnann 



mgr. id 1 844782 



HotSync name HDamann 
main 




(512) 555-8330 



mobile (512)555-2353 
pager 
home 



(512) 555-2233 



right-click on red 
labels to change 
the field description 



fax (512)555-8331 
email 



17 Dial "1" for LD 



default distribution method 



fax S0 printer §0 email 80 none §J desktop 



receive distribution summaries 



lastHotSync 9/21 /99 2:07:44 PM 



print managers 



Record: n I ■ I | 



■1 ^ | h |m| of 13 (Filtered^ 



One element of this window that is not standard is the user-defined field (shown in red). For a complete discussion of 
these fields and how they work, please see Setting Up User-Defined Fields. 



TITLE BAR 



HI Managers 



onzi 



The Title Bar displays the name of the window ("Managers", in this case) and has several controls that manage the 
display. If you click on the colored portion of the Title Bar, hold down the mouse button, and drag the mouse across 
your mouse pad, the window will move along with your mouse. When you release the mouse button, the window will 
come to rest in the new position. This operation is called "clicking and dragging". Punch List will remember where 
you move the windows if you reposition them. 

IH control box 

Clicking on the control box opens a menu that allows you to perform actions such as maximize, minimize, etc. A 
double-click on the control box closes the window. 

[H "What's This" button 

This button allows you to access the online help system. Clicking on the button changes the cursor from a pointer 
into a ? icon. Click on a window element that you would like to know more about. If there is an entry in the online 
help for the element you select it will be displayed. 
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minimize button 

The minimize button reduces the window down to the Title Bar only. Minimizing windows is a good way to see 
something that is behind the front most window. To Restore the window, click the minimize button again or double- 
click on the minimized Title Bar. 

\n\ maximize button 

The maximize button enlarges the window so that it fills as much of the application window as possible. To Restore 
the window to it's original size, click the maximize button again. 

[*] close button 

Closes the window. 

RECORD SELECTOR 

The vertical bar along the left edge of the window is the Record Selector area. This area allows you to select a 
record prior to some other operation such as deleting the record. The Record Selector is most useful when you are 
viewing the records in Datasheet View. In Datasheet View, multiple records are presented in a spreadsheet-like 
fashion. With multiple records in view, you can use the Record Selector to select multiple records at one time and 
then perform some other action. One other key feature of the Record Selector is the status icon. In the Manager's 
Window shown above, the status icon is the right-pointing arrow just below the control box in the Title Bar. When you 
change values in the window, the arrow will change to the pencil icon ..V that serves as a visual reminder that values 
in the current record have been modified and need to be saved or canceled. Note: To cancel changes that you have 
made, hit the Escape key on the keyboard. The first Escape reverses the last modification you made. The second 
Escape reverses all changes restoring the record to it's unmodified state. 

POPUP MENU 

Most windows in Punch List have an associated Popup Menu. This menu is available by clicking anywhere on the 
face of the window using the right button on the mouse. The menu that appears is window specific and the available 
menu options will vary. 

DATA ENTRY ELEMENTS 

The following interface elements are used to enter the data that is stored in Punch List. 



mgr. id |1 844782 standard entry field 

The standard entry field is the most common data entry element. You type information into an entry field from the 
keyboard. The entry field may only accept certain types of information (numbers, dates, etc.) or there may be other 
constraints in place. The entry field may require a value, or it may be that the value you enter must be unique. If 
there are any such restrictions on the values you enter, you will be notified if a rule has been violated. Circumstances 
may dictate that a field which is otherwise enterable must be disabled. Entry fields that are disabled will appear gray 
in color. 

name |Marcos 3 CQmbQ b(JX 

The combo box is so named because it is a combination of elements. It is a standard entry field and a list of choices 
known as a drop list. You can type information from the keyboard into the combo box, or you can click on the 
downward pointing arrow to display a list of acceptable values. Combo boxes are often type-searchable. That is to 
say, as you type values from the keyboard, the combo box will scan the list for values that match what you have 
typed so far. If a match is found, the rest will be auto-filled for you. If the value displayed is not correct, just keep 
typing until either the correct value is found or you have finished typing the value. Sometimes, the value you enter 
will be constrained to one of the values in the list. Other times, any value is accepted and new values will be added 
to the list as you enter them. 

p Dial "1" for LD check box 

The check box serves to provide a True/False entry. If a check mark appears in the box (as shown), the value 
entered is "True". If there is no check mark, the value entered is "False". 
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i ■EEM>ji]iimai ra dio buttons 

Radio buttons give you an easy method to choose from several values. In a group of radio buttons only one can be 
selected at a time. If a selection has already been made and you click on a different radio button, the previously 
selected button will become deselected. To make no selection after a selection has been made, use the "Cut" 
command from the edit menu. 



RECORD NAVIGATION BUTTONS 

Record: h | ^ | | 7" > | h of 18 (Filtered) 

At the very bottom of most entry windows are the record navigation buttons. This area has buttons and displays 
other information. The current record number is displayed in a standard entry field. You can navigate directly to 
another record by typing the record number in this field and hitting the Enter key on the keyboard. The total number 
of records is also displayed here. If a filter is in place, the "(Filtered)" label will appear and the total displayed is the 
number of records that match the filter. 

The following buttons allow you to move through a set of records. If a Sort order has been imposed, the buttons will 
take navigate through the record set according to the Sort order. 

_liJ go to first 

The go to first button makes the first record in the set of records current, 
jj go to previous 

This button loads the preceding record in the current set of records, 
jj go to next 

This button loads the next record in the current set of records. 
J±J go to last 

This button makes the last record in the set of records current. 



JJHJ go to new 

This button moves to the new record position which is always the last record in the set. The entry fields and other 
data entry elements will be emptied and made ready for you to begin entering values for a new record. 



PUSH BUTTONS 



print managers 

The print managers button is an example of a push button. Push buttons invoke an action such as opening another 
window, printing a report, beginning a process, etc. In this particular case, this push button prints a report. 
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Filters 



Filters allow you to temporarily exclude records that do not match a certain criteria from view. There are several 
methods for finding a subset of records in Punch List: Filter by Form, Filter by Selection, Filter Excluding Selection 
and Advanced filters. If you own the full version of Access, Filter by Form and Advanced filters will be available to 
you but the use of Advanced filters is beyond the scope of this document. Consult the Microsoft Access 
documentation. If you are using the Microsoft Access 97 Runtime version, only Filter by Selection and Filter 
Excluding Selection will be available to you. Don't complain to us - we are at the mercy of Microsoft on this one. 

The filtering functions are accessed via the 'funnel' buttons in the tool bar at the top of your screen or via the Records 
menu. Locating the records you need is easy but requires some investigation and practice with the filtering functions 
available to you. Take some time to experiment with the filters once you have entered some data. You can also 
consult the Microsoft Access on-line help on Filters if you have the full version of Access installed. 

You can tell when a filter is in effect by looking at the Apply Filter button '7. If the button looks like it has been 
depressed, there is a filter in effect. You can also look at the bottom of the screen where the record count is 
displayed. If a filter is in effect, the count will say "(Filtered)" beside it. To remove the effects of a filter, click on the 
Apply Filter button so it is no longer depressed or select Remove Filter/Sort from the Records menu. 

The Review Tasks window has it's own filtering mechanism that mimics the Filter by Form device in Microsoft Access. 
This special window is tailored to Tasks in Punch List and makes locating specific Tasks or a set of Tasks quick and 
easy. 

Filter by Selection 

Filter by Selection allows you to use a value that is currently visible in the current form and use that value as a filter. 
For example, say you are viewing the Resources Entry window and that the Resource record you are currently 
viewing has a main phone number with a 512 area code. Assume further that you are interested in seeing all the 
other Resources with the same area code. Select the "512" portion of the phone number and click the Filter by 
Selection button. The resulting set of records will all contain 512 in the phone number. Note that this simple filter 
would also include a phone number like 555-5120. 

Filter Excluding Selection 

Filter Excluding Selection is only available from the Records menu and performs the opposite of Filter by Selection. 
Whereas Filter by Selection includes those records that have the selected value, Filter Excluding Selection shows 
you all those records that do not have the selected value. 

^ Filter by Form 

Filter by Form is a more powerful way to apply a filter. Clicking this button presents you with an empty form into 
which you enter the criteria for your search. For example, if you are looking for all Projects in a certain Project Group 
you could select Filter by Form and then select the Project Group from the drop list. Click the Apply Filter button to 
execute the filter. If any records are found, the count will be displayed at the bottom of the form. You can perform 
complex searches with Filter by Form. For a complete discussion, please refer to your Microsoft Access 
documentation. 
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The Records Toolbar 



In many of the entry windows, such as those for Base Info Tables, you will see a toolbar at the top of the application 
window. This toolbar is referred to as the "records toolbar". 



^ U * m £i i\ ^ v I ►* ►* ^ 



The records toolbar allows you to perform all the standard record manipulations at the touch of a button. Each button 
is detailed below. If you are already familiar with Microsoft Access, these buttons and their functions will be easily 
recognizable to you. 

EH Form View 

Toggles the entry window so that one record at a time is presented with the data entry fields arranged in a top to 
bottom fashion. This is the default view for the windows in the Desktop application. 

D Datasheet View 

Toggles the entry window so that the records are presented in a list view much like a spreadsheet. This view is 
useful for finding a specific record quickly or performing similar updates to many records at one time. This view is 
often disabled in the Desktop application. 

Spelling Check 

This button invokes the standard Spell Checker so that you can proof the data you have entered. This function is not 
available if you are using the Microsoft Access 97 Runtime version. 

& Cut 

Removes the current selection to the clipboard. 
Copy 

Copies the current selection to the clipboard. 
(Si Paste 

Inserts the contents of the clipboard into the current selection, 
o Undo 

Reverses the most recent action, 
z 1 Sort, Ascending 

Sorts the records in the table alphabetically by the values in the currently selected field. For example, to sort the 
Resources by Name, click or tab into the Name field and then click this button. To counteract the affects of this 
button, choose Remove Filter/Sort from the Records menu. 

a I Sort, Descending 

Sorts the records in the table in reverse alphabetical order by the values in the currently selected field. 

Filter by Selection 

Allows you to apply a simple filter to the records in the current table. 

^ Filter by Form 

Invokes the Filter by Form mechanism where you can apply complex filters. 
V Apply Filter 

Sets the filter and indicates that a filter is in effect. 

► * New Record 

Creates a new record. 
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►it Delete Record 

Deletes the current record. 

Save Record 

Saves the modifications made to the current record. You can also save changes by pressing Shift+Enter. Note: 
cancel changes that you have made, hit the Escape key on the keyboard. The first Escape reverses the last 
modification you made. The second Escape reverses all changes restoring the record to it's unmodified state. 
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Sorting Records zl 



Sorting records refers to arranging the records in a specific order. For example, say you want to view your Tasks 
arranged by Project. You could sort the Tasks List by Project. All Tasks pertaining to a particular project would then 
be grouped together. Sorting can aid you in locating a specific record: If you know what order the records are in, you 
can more easily see where to look. Selecting Sort from the Records menu or clicking one of the Sort buttons will 
order the current records in the current window based on the value in the current field. For example, if you have the 
cursor in the Project name field of the Project window and select Sort, all of the records will be sorted in Project name 
order, i.e. alphabetically by Project. 

Once a sort order is in effect, clicking a next or previous button will move through the record set following the sort 
order. 
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Setting Up User-Defined Fields 



There are a number of User-Defined fields throughout the program. A user-defined field allows you to store whatever 
information is appropriate for your purposes. For example, Projects have four "detail" fields. If your business is 
building maintenance, you might need to keep track of a building supervisor name, phone number and pager. You 
can store whatever you need in a user-defined field. 

A user-defined field can be record specific. For example, if one Project requires an "owner" but another Project 
requires a "supervisor", you can easily set this up in Punch List. 

You will find user-defined fields in the Projects, Resources, and Managers entry windows. A user-defined field is 
identifiable by it's red caption. 









owner 


Home Net Group 


right-click on red 
labels to change 
the field description 


plan/elev 


2397/CCORNEL 


open date 


9/22/1999 




close date 







Point the cursor at caption you wish to change and then click on it with the right mouse button. A small menu will 
appear. 



owner 
plan/e 1 ™ 1 
open d "J 
close d. 



Home Net Group 
I'nqTyrrnRMn 



Change Local Label 



Change Global Label 



right-click on red 
labels to change 
field descriptio 




If you select Change Local Label, the caption you enter in the next step will be reflected in the current record only. If 
you select Change Global Label, the caption you enter will be reflected in all of the records you have entered. When 
you create a new record, the captions you specify will be automatically entered for you. 

Once you make your selection, the caption will turn into an enterable field. 











Home Net Group 


right-click on red 
labels to change 
the field description 




2397/CCORNEL 




9/22/1999 


close date 







Enter the caption exactly as you would like for it to appear. Hit the Tab key to tab out of the caption. Your entry will 
be stored and the caption will once again become a display-only field. 

While user-defined fields allow you to customize Punch List to fit your needs, it poses a problems for documentation. 
Throughout all the help files and online documentation the user-defined fields cannot reflect the captions you specify. 
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Error Handling 

All computer applications are subject to error conditions during execution. There are essentially two types of errors: 
Fatal errors and Application errors. 



APPLICATION ERRORS 

Application errors are a function of the normal execution of the program and are generally recoverable. That is, these 
errors are anticipated and often there is a course of action to be taken that will remedy the error condition. For 
example, if you try to send a fax to a Resource but Punch List determines that the fax number entered for the 
Resource cannot be reached, an Application error will be generated since this condition was anticipated. The remedy 
might be correcting the Resource's fax number or perhaps contacting the Resource and telling them to turn their fax 
machine on. 

Application errors are indicated to you by the presence of the Error Notice Window. 



Bl Error Notice 



Errors have occurred which 
require your attention. Click 
the button(s) below to see the 
error messages. 

fax | hotsync | email | 



Application errors in Punch List are divided into three categories: fax, HotSync, and email. If an error is 
encountered while trying to send faxes (as in the above example), the Error Notice Window will open after the 
Distribution Cycle has completed and the fax button will be enabled. When you click one of the enabled buttons, the 
Errors Window will open. 



Bl HotSync Errors 



errors occurred at these times 



HotSync Error 



HE] 



110/13/99 8:1 G: 49 PM HS" 
10/13/99 8:22:29 PM HS 
10/13799 11:54:18 AM"""1"HS 




time stamp 
error number 
description 



10/13/99 11:54:1 SAM 



Hugh Damann tried to synchronize a version 2.0 Remote 
application with a Desktop version which has already been 
upgraded to version 2.1 .6. Because of major differences in 
the underlying technology on the handheld in the current 
version, the two versions cannot communicate. You must 
first manually remove the Remote application from your 
handheld and then re-install from the Desktop. There are 
instructions in the Desktop Documentation and the on-line 
help to assist you with this. 

If you have new records on your handheld that have not 
been transferred to the Desktop yet, you should make note 
of these so you can re-enter them after you have installed 

I - acknowledged 



show all 



acknowledge all 



print all 



print current 



The Errors Window displays the details of the Application Error(s) that occur. Oftentimes in addition to information 
about the error, remedies will be suggested. 



errors occurred at these times list 

The list on the left side of the window displays the date and times that errors were encountered. Each date and time 
corresponds to an error. The type of error is indicated on the right hand column of the list. To see the details of a 
particular error, select the date and time with the mouse. The details will be displayed on the right side of the 
window. 



time stamp display field 

The time stamp is the date and time of the current error. 
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error number display field 

Sometimes an error number will accompany the error message. This error number is important when dealing with 
Technical Support. 

description display field 

The error message, a general description of the error, and suggestions on how to remedy the error may be displayed 
in this area. This information is important and should be read carefully. If you need to contact Technical Support, the 
information in this field will be helpful. 

r acknowledged acknowledged check box 

Once you have read and understood the error description you will want to acknowledge the error by selecting this 
check box. Until the error is acknowledged, the error will remain active and the Error Notice Window will remain 
open. As long as there is at least one unacknowledged error, the Error Notice Window cannot be closed. 

show all button 

This button shows all the errors regardless of type. 

acknowledge all button 

This button acknowledges all the errors in the list. 

print all 

Prints the errors including the time stamp, error number, and description for all of the errors in the list. You will want 
to print this information before contacting Technical Support. 

print current 

Prints the error information for the error currently displayed. 



FATAL ERRORS 

Some errors are a function of unexpected conditions such as corrupted files, attempts to write to invalid memory 
addresses, and other unanticipated conditions. These errors are usually unrecoverable and no fun at all. Should 
such an error occur, a simple OK message labeled Fatal Error will be displayed. Information about the error will be 
given. Often the information is cryptic and may not mean very much to you, but it may have meaning for our folks in 
Technical Support. Once you click OK to the message, Punch List Desktop will exit. It is a good idea to reboot your 
computer at this point. If the error encountered is a memory error, rebooting may be all that is required to fix the 
problem. Regardless, you should restart Punch List and attempt whatever action you were trying to perform when 
the error first occurred. If the Fatal error is reproducible, contacting Technical Support may be your only option. You 
can reach Technical Support via email at: support@punchlist.com 

To facilitate finding a remedy to your situation as quickly as possible, Punch List attempts to dump the error 
information from Fatal Errors to a file named PLERROR.TXT. Sometimes you will be given the opportunity to print 
this error file directly before Punch List exits. This file will be placed in the Punch List folder on your hard drive. Your 
best bet will be to email this file to us along with any other information you can provide that seems pertinent: What 
you were attempting to do, what kind of computer you have, etc. If you cannot email the file, print it and fax it to us. 
(See the very first page of this document, Welcome to Punch List, for contact information.) 
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Base Info Tables 



To define a Task, you select a Project, Subproject, Resource, Division & Title. This information is referred to 
collectively as Base Info. These items help communicate to the interested parties what the Task involves, where, and 
how it is to be performed. By tailoring your Base Info carefully, Task creation is made simple, quick, and can 
communicate the majority of the information necessary to complete the Task leaving very little required in the form of 
a note. 

The Base Info can only be modified and updated in the Punch List Desktop application. You access the entry 
windows for each Base Info section from the Main window of the Desktop application. 

Base Info * 
Resources 
Projects 
Areas 

Stages £ Titles w 

Managers 

Project Templates 
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Resources 



Resources are those individuals, groups, or organizations responsible for the Tasks you create in Punch List. Most 
often, the Resource you associate with a Task will be the target of the notifications Punch List distributes. A 
Resource might be a contractor, vendor, an employee in your own organization, or even yourself. If the word 
"Resource" does not adequately describe the entities with which you communicate via Punch List, you can use 
another term by visiting the Labels section of the Setup Wizard. 

The Resources Entry Window is where you create, update, and delete your Resource records. 



Bl Resources 



name 
contact 
main 



Austin Discount Fixtures 



Neil Peart 



(512) 555-2355 



mobile (512)555-2922 
pager 1(512) 555-2351 



right-click on red 
labels to change 
the field description 




host id |92355MB 
default distribution method 




print resources 



export 



import 



Record: H | < | | 



15 > | H |t>*| of 114 



user-defined fields 

The first six fields in the entry window are user-defined fields. You can store anything you need to describe your 
Resources in these fields. Change the labels (shown in red) to identify the values you store. The contents of the first 
field will be displayed wherever the Resource name would be normally displayed. You could, for example, use the 
caption "title" instead of "name" if that is appropriate for your purposes. The value you enter as the 'name' must be 
unique, regardless. 

fax 

The fax number you enter is the number Punch List will use when sending faxes to this Resource. It is therefore 
critical that this number be correct and up to date. If the area code is required, include it. If the number is long 
distance, do NOT include the leading "1". 

(y Dial "1" for LD LD check box 

If the fax number will constitute a long distance call from the computer where Punch List Desktop is installed, place a 
check mark in this check box. Punch List will prefix the number you enter in the fax field with a "1". 

email 

The email address you enter is the address Punch List will use when sending email to this Resource. Like the fax 
number, this address needs to be correct. 



host id 

Enter a unique value to identify the current Resource. You can leave the ID empty but if you are importing records 
from one of the Scheduling Software Packages, you will need to use the same ID as the other software. 
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default distribution method radio buttons 

The Default Distribution Method sets the distribution method for Tasks assigned to this Resource. The actual method 
used for a given Task can be changed as necessary. Changing the Default Distribution Method only affects NEW 
Task records as you create them. Existing Tasks will retain the distribution method already set in the Task. 

Note 

Setting the Default Distribution Method to none or desktop will prevent distributions from occurring for this Resource 
unless you specify otherwise in the associated Task records. 

17 send ALL send aM check box 

Normally Punch List only distributes a given Task once. You may wish for some Resources to receive a complete list 
of ALL incomplete Tasks with each distribution. You can indicate this preference on a Resource by Resource basis 
by placing a check mark in this check box. 

print resources button 

Prints a simple report of the Resources you have entered, 
export button 

Click this button to export your Resource records. The export file will be created in the location you specified when 
you completed the Import/Export Options section of the Setup Wizard. 

import button 

Click this button to import Resource records into Punch List. The import file must be in the location you specified 
when you completed the Import/Export Options section of the Setup Wizard. The import file must also be formatted 
correctly as detailed in the Import/Export Specification. You can print the Import/Export Specification document from 
the Import/Export section of the Main Window. 
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Projects 



Projects are the second highest level in the Task Information Hierarchy. If you are a residential builder, Projects 
could be the addresses of the homes you are building. If you are a commercial developer, Projects might be building 
numbers, building units, or lease spaces. If you are a software developer, Projects could be the names of the 
software components you are creating. 

If the term "Projects" does not fit your needs, you can change the name to anything that suits you in the Desktop 
application. The name you choose will be reflected throughout the program. 

The Projects Entry Window is where you create, update, and delete your Project records. 



Bl Projects 



IE] 



name 1 31 3 Mockingbird Lane 



notes 



manager HughDamann 



group Steeple Chase 
owner 



"3 



Herman and Lily 



plan/elev 342B/ABA 



open date 3/25/99 
close date I 



host id |AB 925322 

I - This Project is finished 

right-click on red labels to change the field description 




From 1-10, take Festerfield Pkwy exit. Go right on 
Festerfield. Stay on it for 2 miles, then turn left on 
Black Crow. The 2nd right from there is 
Mockingbird. 

Note: The neighbors have already complained 
several times about trash in the street so make 
certain the crews keep everything on the 
property. 



W Show notes on distribution documents 



print projects 



export 



import 



project templates 



Record: H I I f 



1 ► | H of 27 



name 

The name of the Project must be unique and should be easily recognizable to Project participants. 



manager 

The Manager combo box contains a list of all the Managers entered in Punch List. Choose the one from the list who 
will have primary responsibility for the Project. 



group 

The Project Group is the highest level in the Task Information Hierarchy. This combo box contains a list of all the 
Project Groups already entered in Punch List. Select an existing Project Group for the current record or enter a new 
one directly into the field. When you save the Project record, the new Project Group will be added to the list and will 
be available when you create future Project records. Punch List distribution documents are sorted by Project Group. 

user-defined fields 

There are four user-defined fields for Projects. You can store anything you like in these fields. Change the captions 
(shown in red) to describe the information you store. 

host id 

The Project Host ID will normally be used only when Punch List works in conjunction with one of the Scheduling 
Software Packages. This value will be assigned by the other software and is used during the import and export of 
data. 

W This Project is finished finished check box 

When all work on the current Project has been done, mark the Project complete by clicking this check box. Any 
outstanding Tasks will be marked complete as well. Any Tasks that are out in the field will be trapped during the next 
HotSync. Finished Projects and their associated Task records will no longer be transferred to the handheld(s). 
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notes 

Add any additional information in the notes field. You might provide directions to the site, notices, and any other 
optional information here. You may be as verbose as you wish in the note field, but only the first 1024 characters will 
be transferred to the handheld. The entire note will be shown on the distribution documents, (see next section) 

& Show notes on distribution documents sn0 w notes on distribution documents check box 

You may wish to create notes for your Resources that will help them complete the Tasks you assign. If you intend for 
the Resources to see the notes you enter place a check mark in this check box. The notes will be included in the 
distribution documents that Punch List sends to the Resources. If, however, you wish for the notes to be private 
communications between you and your Project Managers only, clear the check mark from this box. The notes will not 
be displayed anywhere except within the Punch List Desktop and Remote applications. 

print projects button 

Click this button to print a simple report of the Project records entered in Punch List, 
export button 

Click this button to export your Project records. The export file will be created in the location you specified when you 
completed the Import/Export Options section of the Setup Wizard. 

import button 

Click this button to import Project records into Punch List. The import file must be in the location you specified when 
you completed the Import/Export Options section of the Setup Wizard. The import file must also be formatted 
correctly as detailed in the Import/Export Specification. You can print the Import/Export Specification document from 
the Import/Export section of the Main Window. 

project templates button 

This button opens the window in which you create and modify Project Templates. You can also create a new Project 
and all of it's associated Tasks from a Project Template in this window. 
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Subprojects 

Subprojects are the finest level of Project description in Task Information Hierarchy. Subprojects allow you to 
indicate specifically which part of a Project the Tasks you enter apply to. If you are a residential builder, Subprojects 
could be the rooms in the homes you build (kitchen, bathroom, garage, etc.). A commercial developer building a 
hotel might use room numbers for Subprojects. A software developer might use "Libraries", "Reports", "Forms", etc.. 
If you are a magazine publisher you might use the magazine titles as your Projects. Subprojects could be the 
editorial section, the inside cover advertisement, etc. 

Some default Subproject records are already entered when Punch List is installed. Which ones you have is 
dependent on the type of installation you selected during the install. You should expect that your list of Subprojects 
will evolve over time. As you become more familiar with Punch List, Subprojects that better organize your Tasks will 
become apparent to you. 

If the term "Subprojects" does not fit your needs, you can change the name to anything that suits you in the Desktop 
application. The name you choose will be reflected throughout the program. 

GLOBAL SUBPROJECTS 

After using Punch List for a while it is likely that the list of Subprojects will become quite long. A long list makes using 
the choice list on the handheld cumbersome. You can use Linked Subprojects to help reduce the size of you list if 
your projects have unique Subprojects. Punch List lets you choose Linked or Global Subprojects by going to the 
Settings section on the Desktop and choosing Preferences. You should begin with Global Subprojects and try it for a 
while. Change to Linked Subprojects if you feel your list of Subprojects is growing too large. You change the setting 
by visiting the Preferences option of the SETUP section on the Punch List Main window. 

Punch List will use Global Subprojects by default. This means that all the Subprojects you enter will be available for 
use by all the Projects you enter. Under these conditions, Subprojects will be maintained via the standard 
Subprojects window. 
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This is a very simple list entry window. Each Subproject you enter here will become available in the Task Entry 
window choice list. 
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print sub list button 

The only control besides the entry fields is the print button which prints a simple list of your Subprojects. 



LINKED SUBPROJECTS 

If you select Linked Subprojects you can link a Subproject to specific Projects. Once you have your links set up you 
can exclude non-linked Subprojects from the choice list. When you nominate a Project for a new Task, the list of 
Subprojects will be tailored to the Project you chose. This keeps the list shorter but does not impose a hard and fast 
rule. You can always view the entire list of Subprojects on demand while creating a Task and there is nothing that 
prevents you from choosing a non-linked Subproject. 

On the other hand, some Subprojects will by definition need to be available for every Project. If you build houses, for 
example, every house will have a kitchen. Rather than link the Subproject named kitchen to every Project you create, 
you can define the Subproject as global. Global Subprojects are automatically linked to every existing and future 
Project. Global Subprojects will be available in the choice list whether you are excluding non-linked Subprojects or 
not. 

If your list of Subprojects becomes large, you should strive to have as few globally linked Subprojects as possible. 
This will require less storage space, memory, and will make selecting an appropriate Subproject easier when creating 
new Tasks. 

The Subprojects Entry Windows is where you create, update, delete, and link Subproject records. 
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subprojects list 

The list on the left displays all the Subprojects currently entered into Punch List in alphabetical order. When you 
select a line in the list, the subproject field in the upper right hand corner will display the selected value. The 
selected Subproject can then be modified, deleted, and the global designation can be toggled. The "G" that appears 
on the right side of the list in some cases indicates a Subproject that has been designated as a global Subproject. 



subproject 

The field in the upper right hand corner is where you enter the Subproject name. Subprojects will appear in 
alphabetical order. If you want a few specific Subprojects to "float" to the top of the list for quicker access, spell them 
with an empty space before the first letter, e.g. " General". 

W global global check box 

Use this check box to toggle the global designation for the selected Subproject. If the check box is set, a "G" will 
appear in the list next to the Subproject name. 
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new button 

Click this button to create a new Supbroject. 
delete button 

Click this button to delete the selected Subproject. Subproject records can be deleted unless one or more Tasks 
have been created and assigned to that Subproject. In that case, the associated Task record(s) must be deleted 
before the Subproject record can be removed. 

cancel button 

Reverses any changes you have made to the current Subproject. 
save button 

Saves any changes you have made to the current Subproject. 
projects combo box 

The projects combo box contains a list of all the active Projects entered in Punch List. When you select a Project 
from the combo box, the list of Subprojects on the left will refresh and those that are linked will be selected. 

link selected button 

Use this button to create the Project/Subproject link. First select a Project from the projects combo box. Next select 
the Subproject(s) you want linked from the list on the left. You can select more than one Subproject at a time by 
using Ctrl-click or Shift-click. Establish the link by clicking the link selected button. 

unlink selected button 

Use this button to break an established Project/Subproject link. First select a Project from the projects combo box. 
Next select the linked Subproject(s) you want to unlink. You can select more than one Subproject at a time by using 
Ctrl-click or Shift-click. Break the link by clicking the unlink selected button. 

refresh links button 

Forces the list on the left to redraw and show the Project/Subproject links, 
print sub. list button 

Prints a simple list of the Subproject records entered in Punch List, 
export button 

Click this button to export your Subproject records. The export file will be created in the location you specified when 
you completed the Import/Export Options section of the Setup Wizard. 

import button 

Click this button to import Subproject records into Punch List. The import file must be in the location you specified 
when you completed the Import/Export Options section of the Setup Wizard. The import file must also be formatted 
correctly as detailed in the Import/Export Specification. You can print the Import/Export Specification document from 
the Import/Export section of the Main Window. 
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Divisions and Titles 



Divisions & Titles are used to group and describe Tasks in Punch List. Titles are linked to Divisions. Selecting a 
Division automatically restricts the Titles you see in choice lists to those associated with the selected Division. Titles 
are a core piece of the information communicated to your Resources in Tasks distributed by Punch List. Titles are 
often thought as the "name" of the Task. Careful consideration should be given when creating your list of Titles (and 
their parent Divisions) as a well-constructed list of Titles can greatly improve the ease with which Tasks are created. 
You should expect to evolve your list of Divisions and Titles over time. As you become more familiar with Punch List 
Divisions and Titles that organize your Tasks will become apparent to you. 

If the terms "Divisions" or "Titles" do not fit your needs, you can change the names to anything that suits you in the 
Desktop application. The name you choose will be reflected throughout the program. 

The Divisions and Titles Entry Window is where you create, update, delete your Division and Title records. 
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div. # 

Enter a value here to use a numbering system for organizing your Divisions. You can use CSI numbers or your 
Scheduling Software may assign Host ID numbers automatically. 

If you want to have your Divisions sorted by these numbers, you will need to left-pad them with zeros. Look at the 
longest number in your list and make sure that every number in the list has the same number of digits. For example if 
your largest number has 5 digits, then 1 ,2 and 3 would be represented as , 00001 , 00002, 00003. 



div. name 

Enter the name of the Division in this field. Division names must be unique, 
ttl. # 

Enter a value here to use a numbering system for organizing your Titles. You can use CSI numbers or your 
Scheduling Software may assign Host ID numbers automatically. 

If you want to have your Titles sorted by these numbers, you will need to left-pad them with zeros. Look at the 
longest number in your list and make sure that every number in the list has the same number of digits. For example if 
your largest number has 5 digits, then 1 ,2 and 3 would be represented as , 00001 , 00002, 00003. 
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ttl. name 

Enter a name for the Title record here. Title names must be unique within a Division, 
milestone 

Milestones identify Titles that are significant steps in the completion of a Project. The benefit of designating 
Milestones is that Week at a Glance report will show you the upcoming events of importance for your Projects. 

print divisions button 

Prints a simple report of your Divisions & Titles. 

export button 

Click this button to export your Division & Title records. The export file will be created in the location you specified 
when you completed the Import/Export Options section of the Setup Wizard. 

import button 

Click this button to import Division & Title records into Punch List. The import file must be in the location you 
specified when you completed the Import/Export Options section of the Setup Wizard. The import file must also be 
formatted correctly as detailed in the Import/Export Specification. You can print the Import/Export Specification 
document from the Import/Export section of the Main Window. 
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Managers 



A Manager oversees Projects, creates Tasks for the Projects, and can use Punch List Remote. A license is required 
for each Manager (and therefore, each Remote user). Managers assign Tasks to Resources. Managers can receive 
a distribution summary after each Distribution Cycle. Managers can also be assigned Tasks like any other Resource. 

When you first start Punch List, the Setup Wizard will prompt you to enter your first Manager record. If you have a 
license that allows multiple Managers, you can enter them in the Setup Wizard as well. Regardless, you must enter 
at least one Manager record at that time. Once you have completed the Setup Wizard, Manager records are 
maintained in their own entry window. 

The Managers Entry Window is where you create, update, and delete your Manager records. 
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manager 

Enter the Manager's name in this field as you want it displayed on distributed Tasks. The Manager's name must be 
unique. 



mgr. id 

Enter a unique value to identify the current Manager. You can use Social Security numbers, Badge numbers, or 
anything else that you like. You can also leave the ID empty but if you are importing records from one of the 
Scheduling Software Packages, you will need to use the same ID as the other software. 



HotSync name 

This combo box displays all the Users entered in your HotSync Manager software. These names are used by your 
handheld during the HotSync to identify who is synchronizing. Select a name from the list to associate with the 
current Punch List Manager or enter a new name and Punch List will create a HotSync user account for you. 

user-defined fields 

There are four user-defined fields for each Manager record. You can store anything you need to describe your 
Managers in these fields. Change the labels (shown in red) to identify the values you store. Often these fields are 
used to store phone numbers but you can use them as you please. 
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fax 

The fax number you enter is the number Punch List will use when sending faxes to this Manager. It is therefore 
critical that this number be correct and up to date. If the area code is required, include it. If the number is long 
distance, do NOT include the leading "1". 

p Dial "1" for LD LD check box 

If the fax number will constitute a long distance call from the computer where Punch List Desktop is installed, place a 
check mark in this check box. Punch List will prefix the number you enter in the fax field with a "1". 

email 

The email address you enter is the address Punch List will use when sending email to this Manager. Like the fax 
number, this address needs to be correct. 

default distribution method 

The Default Distribution Method sets the distribution method for the Tasks assigned to this Manager. The actual 
distribution used for a given Task can be changed as necessary. Changing the Default Distribution Method only 
affects NEW Task records as you create them. Existing Tasks will retain the destination already set. 

Note 

Setting the Default Distribution Method to none or desktop will prevent distributions from occurring for this Resource. 
W receive distribution summaries summaries check box 

Managers can receive a summary after each distribution that shows the Tasks that were sent and who received 
them. The summary is delivered via the Manager's Default Distribution Method. Check this box if you want this 
Manager to receive summaries after each distribution. 

last HotSync 

Displays the date and time of the Manager's last HotSync with Punch List, 
print managers button 

Prints a simple report showing the Managers entered in Punch List. 
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Managing Project Templates 



Project Templates allow you to define a structure upon which new Projects are based. Rather than creating each 
Project and all of it's associated Tasks, the Template allows you to define the structure and then create new template- 
based Projects by simply defining a Project Name and Start Date. The Project Templates window is accessed from 
the Base Info section of the Main Window or from the Projects entry window. 
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The Project Templates window begins by offering you five options: 



Create a New Project Template 

Use this option to create a new Project Template from scratch. If you select this option and click next you will be 
asked to provide a unique name for the new Template and then taken to the Task Template entry window. This 
window is discussed in detail a bit later. 



Modify an Existing Template 

If you have one or more existing Templates entered this option will be available so that you can optimize and expand 
an existing Template for future Projects. When you select this option a list of existing Templates will be displayed. 
Select the Template you wish to modify then click next. You will be taken to the Task Template entry window where 
you can make modifications. 



Create a New Template from an existing Project 

If you already have Projects entered in the Punch List System, you can generate a new Template from the real data. 
This powerful feature allows you to quickly reproduce Projects and all their associated Tasks. When you select this 
option the list of Projects you have created will be displayed. The figure above demonstrates this list. Each Project is 
shown along with the number of Tasks and an estimate of reliability. Reliability is calculated based on the number of 
Tasks that have starting and ending date information entered. Based on these dates, your new Template can 
generate Task Templates with correct dates and durations. Select a Project and click next. You will be asked to 
provide a unique name for the new Project Template and then taken to the Task Templates entry window where you 
can further customize your new Template. 

Start a new template-based Project 

With one or more Project Templates created this option will be available so that you can begin a new Project based 
on the Template you select from the list. When you click next you will be first given the opportunity to check your 
Holidays and Workweek schedule. The Tasks you are about to create will have their dates automatically calculated. It 
is therefore important that Punch List know the dates your company is not on the job. (See Holidays/Workweek in the 
Setup section of this help file for more.) You are next asked to provide a unique name for the Project and indicate the 
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starting date. If your organization has more than one Manager you will also be asked to indicate which Manager will 
have primary responsibility for the new Project. Once you have entered all the information the Project and it's Tasks 
will be created. The Project Template window will close. The Projects Entry window will open displaying the new 
record. If you need to define additional Project information this is a good time to do so. Additionally, the Review Tasks 
window will open and display all the new Tasks that where just created. You can select Tasks that need further 
modifications, if any, from this window. 



Delete an existing Project Template 

Selecting this option allows you to delete an existing Project Template that you no longer need. Select the Template 
from the list and click next. You will be asked to confirm that you want to delete the Template. 

Task Templates Entry Window 

After you create a new Project Template or select one to modify you will be brought to the Task Templates window. 
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The Task Templates comprise the substance of the Project Template. These Template records do not get transferred 
to the handheld or distributed to the individual Resources but they will become actual Tasks when you generate a 
new template-based Project. The entry window is similar to, but much less complex than the Task Entry window. 

Unlike the regular Task Entry window there are no dates to enter in this window. Instead the Task Template requires 
an estimate of which day of the Project the Task will be executed. The "Project Day" will be turned into a "scheduled 
start date" for the Task based on the starting date you provide and taking into account the Holidays and normal 
Workweek your organization employs. That is, if your company normally works Monday - Friday and there are no 
intervening holidays to account for, a Task Template record with Project Day = 10 will be scheduled to begin two 
weeks to the day after Project start. You can have as many Tasks as needed on any given Project Day. Indeed, if the 
entire Project can be completed in a single day they would all have a Project Day = 1 . This may sound odd at first, 
but it is a good way to create "to do" lists for yourself. 

If there are multiple Task Template records for a given Project Day, they can be placed in the order you prefer. This 
only affects how the Task records are displayed in lists, but can be helpful when reviewing them in the field with your 
handheld device. 

You create, modify, and can delete the Task Templates in this window. Nothing is actually saved until you click the 
save button in the lower right corner. To modify an existing record select it from the list by clicking on it. The fields on 
the left will display the detail of the record. Change any values and then click apply. Whether creating or modifying a 
Task Template record you must click apply to save the record. When you are done, click save to make permanent 
the changes to the Project Template. 



Each aspect of the entry window is discussed in detail below. 
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*J "+" buttons 

Clicking a "+" button causes a new Task Template record to be created leaving the combo boxes on the selected line 
and above with their current values. The "+" buttons make repeated creation of similar Task records easier. If you 
want to create a new Task Template that is associated with the same Subproject, and Resource click the "+" button 
next to Resource. The screen will redraw with all fields empty except for Subproject and Resource. Fill in the 
remaining fields with new data. 

subproject combo box 

This combo box displays all the subprojects entered. Select an appropriate one. This entry is required, 
resource combo box 

This list displays all the Resources including Managers. Entry in this field is optional as you may or may not know 
who will actually perform the Task ahead of time. If you leave the entry blank the Task will be automatically assigned 
to the Project Manager. The Manager can then assign the Task to someone else at a later date. 

division combo box 

The list of Divisions. Entry in this field is required. If the Division you want has not been entered yet in the Punch List 
System, just enter the new Division Name here. You will be asked if you would like to create the newly named 
Division. Note that new Divisions created in this manner will have no Division Number assigned. If you are using CSI 
numbers or some other system to designate your Divisions, you will need to enter this information in the Divisions & 
Titles window after you complete the Project Template. 

titles combo box 

The list of Title records associated with the selected Division is displayed here. Entry in this field is required. If the 
Title you need has not been created yet, enter the new Title Name. You will be asked to confirm creation of the new 
Title. The same note applies for Title Numbers as with Division Numbers. 

project day 

The Project Day is your estimate of when the Task will be performed. The actual scheduled start date will be 
calculated based on the value you enter. Entry is required and should be a positive integer. 

duration 

The Duration is the number of days you estimate the Task will require to complete. The scheduled end date will be 
calculated from this value. Entry is required. Default is 1. 

lead time 

Lead Time determines how far in advance (in number of days) of the Scheduled Start date to distribute the Task to 
the Resource. In most cases, Tasks are distributed as soon as they are created and transferred to Punch List 
Desktop via HotSync. Sometimes it is desirable to retain Tasks on the handheld for some time prior to actually 
informing the Resource of the Task. In order to accomplish this, enter a Lead Time. Punch List will monitor this Task 
and when the current date equals the Scheduled Start less the Lead Time, the Task will be distributed. 



milestone 

Milestones identify Titles that are significant steps in the completion of a Project. The benefit of designating 
Milestones is that Week at a Glance report will show you the upcoming events of importance for your Projects. 



note 

You may provide additional information here that will help the designated Resource complete the Task. You should 
strive to be concise and remember that only general information that will apply to all Projects should be entered. 



-HJ -*J up / down buttons 

When you have multiple Task Templates with the same Project Day you can arrange them in the order that you need 
by selecting from the list and then clicking the appropriate button. You can only move Tasks around within their 
Project Day. If you actually need to change the Project Day, just select the record and then modify it's Project Day 
value. 
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Tasks Overview 



Tasks are the records you create in Punch List that contain the information you wish to communicate to your 
Resources. Everything the Resource needs to know in order to complete the Task successfully should be included. 
Tasks reference existing Projects, Subprojects, Resources, Divisions and Titles to communicate the who, what, and 
where information. You can also provide a time frame for the Resource via the Scheduled Start and End dates. Any 
remaining information that cannot be easily communicated otherwise is included in the form of a written note. 

Punch List gives you many tools for finding, reviewing, and updating existing Tasks in both the Desktop and Remote 
applications. In the Desktop application, the Task tools are accessed from the Tasks section of the Main Window. 




Detailed information is available for each option but here is a brief summary of each. 
Create Tasks 

Opens the Tasks Entry Window ready for you to input a new Task record. This option will be disabled until you have 
entered at least one Project and one Resource. 

Filter Tasks 

Opens the Tasks Filter Window where you can specify criteria to locate a specific Task or groups of Tasks. 
Review Tasks 

Opens the Review Tasks Window which presents the Task records in a list view. The list can be sorted and filtered 
to make finding Tasks easy. 

Week at a Glance 

Opens the Choose Dates Window where you establish the beginning and ending dates for your Week at a Glance 
report. This report uses a calendar format to show the upcoming Milestones in any given week. 
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Tasks Entry Window - Entry Tab 



The Tasks Entry Window is where you create, update, and delete Tasks. Because of the large amount of information 
that defines each Task, the window is divided into three sections: Entry, Details, and Note. The tabs at the top of the 
window identify which section you are currently viewing and allow you to navigate to the other sections. Here we 
cover the first of the three sections, the Entry Tab. 
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you can take will also be noted. 



review tasks 



export 



import 



Record: H | < | j 



9 > | H of 12069 



+1 



"+" buttons 

Clicking a "+" button causes a new Task record to be created leaving the combo boxes on the selected line and 
above with their current values. The "+" buttons make repeated creation of similar Task records easier. If you want 
to create a new Task that is associated with the same Subproject, and Resource click the "+" button next to 
Resource. The screen will redraw with all fields empty except for Subproject and Resource. Fill in the remaining 
fields with new data. 



project comb box 

This combo box contains a list of all active Projects. 



subprojects filter button 

The Subprojects filter (shown "on" here) controls the contents of the subprojects combo box. Subprojects can be 
designated as GLOBAL, or they can be linked to specific Projects only. If the Subprojects filter is on, only the 

GLOBAL and linked Subprojects will be shown. If the filter is off , all Subprojects will be shown in the combo box. 
If your list of Subprojects becomes very long, you should link your Subprojects to specific Projects and have very few 
GLOBALs. 



subproject combo box 

This combo box contains a list of Subprojects. If the Subprojects Filter is on (see above), only the Subprojects that 
are linked to the Project you selected and the GLOBAL Subprojects will be shown. If the Subprojects Filter is off, the 
list will contain all of the Subprojects entered in Punch List. 
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resource combo box 

The resource combo box contains a list of all Resources. Choose the one that will be responsible for this task, 
division combo box 

This combo box contains a list of all Divisions entered in Punch List, 
title combo box 

The title combo box will display the list of Titles that are associated with the Division you picked, 
manager 

This read only field displays the Manager responsible for the Project you selected, 
send via radio buttons 

The row of radio buttons shows you the method by which the Task will be distributed. You can change the method to 
any allowed value. Some methods may be disallowed. In order to distribute the Task via fax, the associated 
Resource must have a fax number entered. In order to distribute via email, the Resource must have an email 
address entered. If the fax number or email address is not provided in the Resource's record, the corresponding 
options will be disabled here. Printer is always available. If you select none or desktop, the Task will not be 
distributed. 

lead time 

Lead Time determines how far in advance (in number of days) of the Scheduled Start date to distribute the Task to 
the Resource. In most cases, Tasks are distributed as soon as they are created and transferred to Punch List 
Desktop via HotSync. Sometimes it is desirable to retain Tasks on the handheld for some time prior to actually 
informing the Resource of the Task. In order to accomplish this, enter a Lead Time and a Scheduled Start date. 
Punch List will monitor this Task and when the current date equals the Scheduled Start less the Lead Time, the Task 
will be distributed. 

duration 

An integer value representing an estimate of the Remaining Duration (in days) may be recorded. The value entered 
here is for your information only. No constraints are implied by entering a value. 

target start 

When Tasks are imported from one of the Scheduling Software Packages, the Target Start date will be entered. This 
date indicates the date the Scheduling Software believes the Task should be started. This field cannot be modified 
and is for the Manager's information only. This date will not appear in any of the distribution documents. Only the 
Scheduled Start date will be communicated to your Resources and that field can be changed to reflect a change in 
the schedule. 

target end 

When Tasks are imported from one of the Scheduling Software Packages, the Target End date will be entered. This 
date indicates what date the Scheduling Software believes the Task should be completed. This field cannot be 
modified and is for the Manager's information only. This date will not appear in any of the distribution documents. 
Only the Scheduled End date will be communicated to your Resources and that field can be changed to reflect a 
change in the schedule. 



The next four entry fields all have a popup calendar that can be accessed by clicking on the field, 
scheduled start 

Indicates the date the current Task is scheduled to Start. 

scheduled end - Indicates the date the current Task is scheduled to be completed, 
actual start 

Indicates the date the current Task actually started. Tapping the started check box will automatically enter the 
current date into the Actual Start field. 
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actual end 

Indicates the date the current Task actually ended. Tapping the finished check box will automatically enter the 
current date into the Actual End field. Once a Task has an Actual End date entered, it will be removed from the 
handheld upon the next synchronization with Punch List Desktop. Finished Tasks are archived in Punch List 
Desktop. 

P started started check box 

Setting the started check box indicates that the current Task has been started. If an Actual Start date has not yet 
been entered, it will be entered for you. If there is a Scheduled Start date it will be used. Otherwise, the current date 
will be used. Unchecking the Started check box will cause the Actual Start, Actual End and Finished check box to all 
be cleared. 

& finished finished check box 

Setting the Finished check box indicates that the current Task has been completed. If Actual Start and Actual End 
dates have not yet been entered, those fields will be entered for you. Unchecking the Finished check box will cause 
the Actual End date to be cleared as well. 

review tasks button 

This button opens the Review Tasks Window. 

export button 

Click this button to export your Task records. The export file will be created in the location you specified when you 
completed the Import/Export Options section of the Setup Wizard. 

Note 

There are variable conditions that make a Task a candidate for export. It may be that no Tasks are ready to be 
exported at a given time in which case clicking this button will not export anything. If this happens, you will be notified 
that no Tasks were exported. For more information, please read the Import/Export Specification document. 

import button 

Click this button to import Task records into Punch List. The import file(s) must be in the location you specified when 
you completed the Import/Export Options section of the Setup Wizard. The import file(s) must also be formatted 
correctly as detailed in the Import/Export Specification. You can print the Import/Export Specification document from 
the Import/Export section of the Main Window. 
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Tasks Entry Window - Details Tab 



The Tasks Entry Window is where you create, update, and delete Tasks. Because of the large amount of information 
that defines each Task, the window is divided into three sections: Entry, Details, and Note. The tabs at the top of the 
window identify which section you are currently viewing and allow you to navigate to the other sections. Here we 
cover the second of the three sections, the Details Tab. Many of the fields in the Details tab are read-only and the 
values displayed have been entered for you. 



Entry Details ] Note | 



project 1 31 3 M ockingbird Lane 
resource 



Austin Discount Fixtures 



priority 
complete 



title |lnspection item 

oil 



0 % 



first sent 


9/10/99 


last sent 


9/10/99 






created 


3/13/99 @ 10:43 


modified 


9/21/99 






task id 


27551 


host id 


1 1 04005031J 9560 



I - needs confirmation 
I - forget 

F" resend 



free slack 
total slack 




project 

Displays the Project associated with the current Task, 
resource 

Displays the Resource associated with the current Task, 
title 

Displays the Title associated with the current Task. 



priority combo box 

You can enter a integer from 1 to 5 to indicate the relative priority to your Resource. 



P needs confirmation confirm check box 

The Confirm check box provides a way to indicate that additional contact with the Resource is required. A short list of 
Tasks that need further attention or contact can then be reviewed by filtering your Tasks based on this field. In the 
Remote application, these Tasks can be reviewed by clicking "Confirm" from the Main screen. 

complete % 

You can enter an estimate of progress as a percentage of completeness. 
F forget f or get check box 

Setting this check box will have different effects depending the current record's stage of the Task Life Cycle. If the 
Task has never been distributed, checking forget will remove the Task from the Distribution Queue. Once you save 
the record, you could then delete the Task. If the Task has already been distributed, setting forget will cause a 
subsequent distribution to the Resource. This time the Task will display the "forget" label so that the Resource knows 
you no longer need any action taken. 



first sent 

If the Task has been distributed, the distribution date will be shown here. 
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last sent 

The Last Sent date indicates the last date the current Task was distributed. If the Task has only been distributed 
once, First Sent and Last Sent will be the same. 

created 

Displays the date the current Task was created, 
modified 

Displays the date the current Task was last modified, 
task id 

Displays the ID number automatically assigned by Punch List, 
host id 

This field displays the ID number assigned by the Scheduling Software Package you are using (if any). 
W resend resend check box 

In some cases, a Task will need to be redistributed to the Resource. If this is the case, click the Resend check box. 
Punch List will put this Task back in the Distribution Queue. The fact that this Task is being resent will be indicated 
on the distribution document. If a Task has not yet been distributed, the Resend check box will be disabled. 

free slack 

Some Scheduling Software Packages use the slack values. If so, these values will be displayed for you. "Slack" 
values are sometimes referred to as "float". 

total slack 

Some Scheduling Software Packages use the total values. If so, these values will be displayed for you. 
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Tasks Entry Window - Note Tab 



The Tasks Entry Window is where you create, update, and delete Tasks. Because of the large amount of information 
that defines each Task, the window is divided into three sections: Entry, Details, and Note. The tabs at the top of the 
window identify which section you are currently viewing and allow you to navigate to the other sections. We mention 
the Note Tab here for completeness, but you really cannot go too far wrong on this section. 



Entry | Details Note 



project 1 31 3 Mockingbird Lane 
resource 



Austin Discount Fixtures 



title Inspection item 



In the beginning the Universe was created. This has made a 
lot of people very angry and been widely regarded as a bad 



Depending on how good your Grafiti skills are, you may find it easier to create Tasks in Punch List Remote, HotSync, 
and then come to this section and type the note in from the keyboard. 

Theoretically, you can enter up to 65,000 characters in the note field. You should strive to be more concise than that. 
The Desktop application can handle large amounts of data. The Remote application runs in a much more restricted 
environment and copious amounts of text in the note field will chew up the memory on the handheld. Additionally, 
only the first 1 024 characters of the note will be sent to the handheld if the note is longer than that. 

If you find that your Tasks are requiring significant amounts of explanation in the form of a note, you should probably 
reconsider how your Base Info Tables are set up. Specifically, think carefully about the Subprojects, Divisions and 
Titles Tables. It may be that a better organization of these tables can provide more information and lessen the need 
for further written instructions. 
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Tasks Filter Window 



The Tasks Filter Window allows you to specify filter criteria to locate specific Task records or groups of records. 
While the filters you create can be very complex, this window makes the job easy. By providing you with appropriate 
choices based on your selections, you can quickly navigate to the records you need. The Tasks Filter Window 
resembles a Filter by Form window in Microsoft Access so if you are familiar with Access you will recognize many of 
the features in this window. 

Punch List ships with 9 saved filters already in place: Ends This Week, Ends Today, Ends Tomorrow, Inactive Tasks, 
Starting Late, Starts Next Week, Starts This Week, Starts Today and Starts Tomorrow. Examining and using these 
filters will give you an idea of how to create new ones of your own. Be sure and notice that the Inactive Tasks filter 
makes use of the "Or" tabs at the bottom. Additionally, each time you apply a filter, that filter will will be saved as the 
"<Last Filter Used>" if you did not give the filter a name. The next time you open the Filter window, the last filter that 
was applied will be loaded again. 



| HI Tasks Filter 




saved filters: | 


tea 


s 


found: | 145 











search field operator 



| Manager 
AND 




search value 



Hugh Darnann 



Sched. Start |is on or after |9/2S/99 


AND 




— I _J 




AND 




_J _J 




AND | 


I _J| -J 





1 Look for 



clear 



current tab clear ALL tabs 



cancel 



apply 



saved filters combo box 

This combo box contains a list of the filters you have saved previously. To reapply an existing filter, select the named 
filter from the list and then click the apply button. 

ton 

I save filter button 

If you have constructed a filter that you would like to use again at a later time, give the filter a name that reminds you 
of the criteria and then click this button to save the named filter. You can then reapply this filter at any time by 
selecting the name from the combo box and clicking the apply button. 



delete filter button 

If you have a saved filter that you no longer require, select the filter from the combo box and then click this button to 
delete it. 



search field combo box 

The search field combo boxes each contain a list of indexed fields that you can search on. Selecting a field will 
constrain the operator combo box to values appropriate to that field. Additionally, depending on the field you select, 
the search value combo box may build a list of appropriate values. For example, if you select the field "Project", the 
search value combo box will contain all the Projects entered in Punch List. 
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operator combo box 

The operator combo boxes will each display a list of conditions appropriate to the field you select. Which conditions 
are presented depends on the data type of the field you select. For example, if you select a date field like "Sched. 
Start", the operators will be appropriate for dates: is on, is on or before, is on or after, etc. If you select a text field 
like "Project", the operators will be appropriate for text values: is, is not, contains, etc. 

search value combo box 

The search value combo boxes may contain values or not. It all depends on the search field you select. If, for 
example, you select "Manager" as your search field, the search value combo box will contain a list of all the 
Managers entered in Punch List. If, however, you select "Priority" which is a numeric field, the search value combo 
box will be empty because any number is an acceptable value. In this case, enter the number you want to search 
against. A good rule of thumb is to check the contents of the list to see if appropriate search values are being 
provided for you. 

AND buttons 

The AND buttons activate the next lower row of combo boxes so you can continue specifying additional criteria for 
your filter. It is import to understand that the criteria are additive and are connected with a logical "and". Looking at 
the picture provided above, you would read the criteria as, "Find the Tasks where 1 ) The Manager is Hugh Damann 
AND 2) the Scheduled Start date is on or after 9/28/99". 

Look for / Or tabs 

The tabs underneath the combo boxes allow you to specify additional criteria, but this time based on a logical "or". 
Say you are interested in reviewing Tasks for two different Projects at the same time. On the first tab, the Look for 
tab, you might enter, "Project is ABC Project". You would then click the second tab, the Or tab, and enter "Project is 
XYZ Project". The search criteria would then be read as, "Find the Tasks where 1 ) The Project is ABC Project OR 2) 
The Project is XYZ Project". You can have up to 6 levels of "or" conditions. As you use one tab, a new one will 
appear. 

clear current tab button 

Clears all the criteria from the currently selected tab. If there are entries in the other "or" tabs, those entries will 
remain and will affect any filter you apply. 

clear all tabs button 

Click this button to clear all the search criteria from all the tabs. This allows you to start over with a clean slate, as it 
were. 

cancel button 

This button closes the Tasks Filter window without changing the filter. If there was a filter in place when you opened 
the Filter Tasks Window, it will still be in effect. If you click the close box on the window, the effect will be the same 
as clicking cancel. 

apply button 

Click this button to apply the current filter criteria you have set up. The resultant set of Task records will be displayed 
in the Review Tasks window. This button will be disabled until the criteria you specify locates at least one Task. 
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Examples of Task Filters 

When you have the Review Tasks Window open you can specify which Tasks you wish to see by clicking the Filter 

button ^ in the toolbar or by selecting Filter... from the Review Tasks menu in the menu bar. You can also click 
Filter Tasks from the Tasks section of the Main Window. Any of these actions opens the Tasks Filter Window. For 
those of you familiar with Microsoft Access, this window operates similar to the Filter by Form windows. This window 
allows you to create filters that limit the Task records that are visible. When a filter is in effect, it is as though the 
records that do not match the filter criteria are deleted. The missing records still exist, they are just temporarily 
hidden. To retrieve the missing records, click the Remove Filter button 

The filters you can create in the Tasks Filter Window can be very simple or highly complex. With some 
experimentation, you should be able to construct filters quickly and easily. The easiest way to understand filtering is 
to look at some examples. 

Note that before creating a new filter you should always begin by clicking the clear ALL tabs button. This removes 
any previously entered search criteria, some of which may not be visible on the currently displayed tab. 

Example 1 - A single criteria 

Suppose you are interested in seeing all the Tasks for the Project "ABC Project". First select the search field 
"Project" from the first first row of combo boxes. From the operators combo box immediately to the right select the 
operator "is". The search value combo box will display a list of all the Projects entered in Punch List. Select "ABC 
Project" from the list. Alternatively, you can just type "ABC Project" into the search value combo box, though 
selecting from the list may help prevent typos. If there are any Tasks entered for the ABC Project, the read only field 
labeled found: in the upper right hand corner will display the count and the apply button will be enabled. Click 
apply. The Review Tasks window will display all the Tasks for the Project you specified. If, on the other hand, there 
are no Tasks the ABC Project, the found count will show 0 (zero) and the apply button will be disabled. You cannot 
apply a filter that returns no records. 

Example 2 - Multiple criteria with "AND" 

Say you are interested in the same Project, but only the Tasks that are for a particular Resource, e.g. "Langenbruner 
Delivers & Co.". Make the project selections as you did in the first example. Click the AND button underneath the 
search field combo box to activate the next line. From the search field combo box on the second row, select 
"Resource" from the list of indexed fields. Choose "is" from the operators combo box on the second row. The 
search value combo box will now display all the Resources you have entered in Punch List. Choose "Langenbruner 
Delivers & Co." from the list. If a count is displayed, click apply. Multiple selections like this can be translated into 
English as follows: 

Select those Tasks where 
the Project IS ABC Project 
AND 

the Resource IS Langenbruner Delivers & Co. 
Example 3 - Multiple criteria with "OR" 

You can easily see the Tasks for two different Projects at once. Let's say you are looking for the Tasks that belong to 
1313 Mockingbird Lane and also those for 21 12 Syrnx Plaza. If you have already been adding criteria, you might 
want to click the clear all tabs button first so you start with a clean slate. Make the selections as outlined in Example 
1 . Now click the tab labeled Or to the right of the tab labeled Look for. The criteria you have already entered will go 
blank. Select "Project" from the search field combo box. Select "is" from the operator combo box. Find and select 
"21 12 Syrnx Plaza" from the search value combo box on the right. Making selections in this manner can be 
translated into English as follows: 

Select those Tasks where 

the Project IS 1313 Mockingbird Lane 

OR 

the Project IS 21 12 Syrnx Plaza 

You can add additional criteria as needed and you may create up to six levels of "OR" criteria. In other words you 
could specify up to six different Projects at the same time. 

Example 4 - Contains search 

Suppose you have several Projects and all of them are on Mockingbird Lane. Each of them has their own number, 
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though, and you want to see all the Tasks for these Projects in one list. You could use the "contains" operator to find 
all the Tasks instead of stringing together multiple "or" criteria. (If you have more than 6 of these Projects, you will 
need to proceed differently anyway.) Click the clear all tabs button to clear any existing search criteria. Select 
"Project" from the search field combo box. Select "contains" from the operator combo box. In the search value 
combo box, do not select anything from the list but rather type "Mockingbird" Note that the type-search feature of the 
combo box may try to auto fill the rest of the value for you. You may have to delete any additional text the combo box 
supplies that does not apply. Making selections in this manner can be translated into English as follows: 

Select those Tasks where 

the Project CONTAINS Mockingbird 

As such, all the projects on Mockingbird Lane will be returned regardless of the actual address. 

Example 5 - Is Empty search 

Sometimes the criteria you specify must be derived from an implied value. One commonly asked question is, "How 
can I see all the Tasks that have not been completed yet?". There is no "is complete" field in the list of indexed fields 
so in order to answer this question we must understand what it is that makes a Task complete. When a Task is 
finished, there will be a date in the Actual End date field. So to see Tasks not yet completed, we need to look for 
Tasks where the Actual End field has no value. This is easy to do. Click the clear all tabs button to clear any existing 
search criteria. Select Actual End from the search field combo box. Select "is empty" from the operator combo 
box. Do not attempt to enter anything into the search value combo box. The search criteria you have constructed 
reads as follows: 

Select those Tasks where 
the Actual End date IS EMPTY 

Conversely, you could build a list of completed Tasks by searching for the ones where the Actual End date is NOT 
empty. 
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Review Tasks Window 



The Review Tasks Window presents your Tasks in a list view. The list is used to quickly locate Tasks which can then 
be examined in more detail, modified, or deleted. The list can be configured to your specific needs, filtered, sorted, 
and printed. As such, the Review Tasks Window is the closest thing to a custom report that Punch List has to offer. 



| Bl Review Tasks 
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Reviewing All 998 tasks 







The list shown above is small for the purposes of this document. You can expand the list to show many more rows 
and columns of data. A big monitor us really useful with this one. While there are few controls on the window, there 
are some features you should be aware of. 

• A double-click on any line of the list will open the Tasks Entry Window and display the complete details of the 
Task you selected. 

• If the Task Entry Window is already open, a single-click on any row of the Review Tasks list will refresh the Entry 
Window. 

• You can select more than one row of the list with Shift+Click and Ctrl+Click. You might want to select multiple 
rows when deleting old tasks. 

• You can sort the list by clicking on the list with the right mouse button. A popup menu will appear. Select the 
column to sort by from the menu. 

The other features of this window are accessible from the Toolbar and Review Tasks menu. 
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Review Tasks Toolbar 



When the Review Tasks Window is open, the Tool Bar at the top of provides access to many features for 
manipulating the data and printing reports. 



fcf ►* ►X 


# 3 


5ort by... * 







&d' view details 

Opens the Tasks Entry Window and displays the details for the Task currently selected in the list. Double-clicking the 
selected Task in the list will perform the same operation. 

► * new task 

Opens the Task Entry Window ready to create a new record. 
fi< delete task 

Deletes the selected record(s). Multiple Tasks can be selected and deleted at the same time. If any one of the 
selected Tasks is still active, you will be given the options of Canceling the Delete, Deleting ALL Tasks regardless of 
their active status, or Deleting only those Tasks that are no longer active. Deleting a Task is NOT reversible. Once 
the record has been deleted, it is gone for good. 

mark as finished 

Designates the selected records(s) as finished by entering an Actual Completion date if none is already entered. 
Multiple Tasks can be selected and marked finished at the same time. You can reactivate a Task, but that can only 
be done on a record-by-record basis in the Task Entry window. 

^ print without notes 

Prints the Review Tasks list using the current columns, sort, and filter*. Does NOT print the Task Notes, 
print with notes 

Prints the Review Tasks list using the current columns, sort, and filter*. Includes the Task Notes. 
Sort by ... 

When you need to sort the list of Tasks click here. A popup menu will open displaying the columns of the Review 
Tasks list. Select the column you would like to use as the sort order. 

Ill filter tasks 

Opens the Tasks Filter window where you can search for specific Task records or groups of Tasks. 
^ remove filter 

Removes the active filter so that all Tasks will be displayed in the list. Disabled if there is no active filter. 
lH list setup 

Opens the List Setup window where you can specify the order and the columns that are shown in the Review Tasks 
window. 



* Some columns may be truncated due to the width of the page. 



-58- 



List Setup Window 



Punch List allows great flexibility when it comes to how the list in the Review Tasks Window is configured. Not only 
can you control which Tasks are displayed by applying filters, but you can also control which fields are shown as 
columns in the list and even in what order. The List Setup Window is where you perform this configuration. Click the 

List Setup button l lH in the toolbar to open the window. 



HI Review Tasks List Setup 



Available Fields 
I Actual End 
Actual Start 
Confirm 
Creation Date 
Div. ID 
Division 
Fan ID 
First Sent 
Forget 
Last Sent 
Lead Time 
Manager 
Modification Date 
I Priority _rj 



Fields Shown 




Project 

Manager 

Sched. Start 

Resource 

Subproject 

Division 

Title 

Sched. End 
Actual Start 
Actual End 
Last Sent 
Forget 
Resend 
Div. ID 



ICreation Date 



set column name 



IE] 



ji 



cancel 



ok 



Available Fields list 

The list on the left displays all of the fields that can be used as columns in the Review Tasks Window. Most likely, 
only some of the fields will be used. 

Fields Shown list 

The list on the right displays the fields that will actually be used. The order of the fields from top to bottom is the 
order that will be used in the list from left to right. 

» add » button 

This button moves the selected fields from the Available Fields list on the left to the Fields Shown list on the right. 
You can select multiple fields and move them all at once. 

« remove button 

Removes the selected fields from the Fields Shown list on the right. You can select multiple fields and remove them 
all at once. 



clear all 

Removes all the fields from the Fields Shown list on the right allowing you to start over. You must have at least one 
field in the Fields Shown list before you can save your configuration. 

+ move up button 

Use this button to reorder the columns in the Fields Shown list. Select the field names you want to move higher up 
then click this button. You can select more than one field at a time and move them up all at once. 

# move down button 

Use this button to reorder the columns in the Fields Shown list. Select the field name(s) you want to move down the 
list then click this button. You can select more than one field at a time. 
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set column name button 

Some of the column names can be changed to suit your own purposes in the Review Tasks window. Select the 
column whose name you want to change from the list on the left. If the field below the list is enabled, type the new 
name and then click the set column name button. If this field is disabled (grayed-out), the column name cannot be 
modified from here. 

cancel button 

Click this button to exit List Setup without accepting the changes you made, 
ok button 

Click this button to accept the changes and close the List Setup window. The list in the Review Tasks Window will be 
redrawn to reflect the changes you have made. 
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Distribution Overview 

Tasks can be distributed by one of three methods: fax, email, or as printed documents. In order to have Punch List 
send faxes, you must have a compatible fax/modem properly installed and configured. To send email, you must have 
a method of connecting to the Internet, an email address, and the ability to connect to an SMTP server. Obviously, in 
order to print documents you must have a printer. 

Punch List can be configured to perform Distribution Cycles at specific times of the day, at regular intervals, or can be 
set to distribute on demand only. If Punch List will be performing distributions automatically, the date and time of the 
next Distribution Cycle is always displayed on the Main Window in the lower right hand corner. You set these 
distribution options in the Preferences section of the Setup Wizard. 

When a Distribution Cycle begins, Punch List scans the Tasks file looking for records that a) have not been 
distributed, b) have been marked Resend, or c) have already been distributed but are now marked Forget. Punch 
List will fax those Tasks whose Distribution Method is "fax", print to the default printer those marked "Printer", and 
email the Tasks marked "email". 

The Distribution section of the Main Window allows you to configure your distribution devices and settings and allows 
you to preview and initiate distributions. 




Preview 

Opens the Preview Distribution Window where you can see the Tasks that are in the Distribution Queue. If any 
changes are required before the next Distribution Cycle you can access the Task records and make the necessary 
changes. 

Distribute Now 

Initiates an immediate Distribution Cycle. Punch List will attempt to send all Tasks in the Distribution Queue. 
Logs 

Opens the Logs window where you can see the Tasks that have been faxed. 
Fax Options 

Opens the Setup Wizard to the Fax Options section. In this section, Punch List will attempt to automatically detect 
and configure your modem for sending faxes. Several other parameters that can reduce the duration of a 
Distribution Cycle can be set as well. The Setup Wizard will assist you by displaying explanations and prompting for 
needed information in a step by step manner. 

Email Options 

Opens the Setup Wizard to the Email Options section. In this section you provide the information that Punch List 
needs in order to send email. Punch List will test your connection and the ability to send email in this section as well. 
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Preview Distribution Window 



When Preview is selected from the Distribution section of the Main Window, Punch List will display a list of 
Resources that have Tasks in the Distribution Queue. The Preview Distribution Window allows you to then begin a 
Distribution Cycle, preview the distribution document as it will look when sent, or review the related Tasks. 



Bl Preview Distribution 



Resource 


Fax Number 


Email 


Ascent Technology 


(51 2] 555-4546 


plumbing@ascent.com -. 


Austin Computers, Inc. 


555-451 1 


auscom@tewnet.net 


Biggies, Basil & Brothers, Inc. 


555-64G4 


bbb@boanet.com 


Brinkrnann Networking 


555-7737 


ianderson@brinknet.com 


Cool Code, Inc. 


555-9959 


sfarthing@coolcode.com 


Fisher Alenco 


555-1233 


shampton@alenco.com 


High-Tech , Inc. 


555-1 2GG 




Hugh Darnann 


555-4541 


hugh_damann@hotshot.com || 


J & D, Inc. 


555-441 4 


mpeters@amex.com 


Lanehart & Co. 


(210) 555-1212 


rbaker@laneheart.com 


Loredo Company, Inc. 


555-4932 




Moore Kent & Co. 


555-991 1 


mkc@ablenet.com 


Strom Domer 


555-771 1 




SXSW Austin 


555-4646 


sxsiAi@austin.net 


Texas Ranger, Inc. 


555-4442 


txranger@hispeed.com ___ 



Distribute Now 
ALL 



Selected 



Preview 
On-Screen 



Print All 



Print Selected 



H 



elated Records 



Note that the following buttons are split into two groups: Distribute Now and Preview. 



ALL button 

This option lets you immediately send all the Tasks that are currently in the Distribution Queue. This is equivalent to 
clicking Distribute Now in the Distribution section of the Main Window. If you select this button, Punch List will 
immediately begin a Distribution Cycle and attempt to send all the Tasks that are pending. 

Distribute Selected Now 

If you select one or more Resources in the list, this option lets you send the Tasks belonging only to those selected 
Resources. You can select more than one Resource at a time by using Ctrl+click or Shift+click. Use this option to 
perform an urgent distribution to a specific Resource (or Resources) when you would rather not tie up the computer 
with the entire Distribution Cycle. 

On-Screen Preview 

Displays the distribution documents on your computer screen exactly as they will look when the actual distribution 
occurs. 



Print All for Preview 

Printing for Preview sends the pending Tasks to the current default printer. Once printed, the Tasks can be reviewed 
and any needed changes can be made prior to Distribution. A "Previewed" Task will stay in the Distribution Queue. 
A "Distributed" Task will be removed from the queue. Notice that any Tasks whose destination is "Printer" will still 
have to be reprinted via the Distribute ALL Now or Distribute Selected Now buttons before they will be removed 
from the queue. 

Print Selected for Preview 

Sends the pending Tasks for the Resources you have selected in the list to the current default printer. 
Related Records 

Click this button to easily locate the Tasks records themselves. You might use this option after previewing the 
distribution and noticing changes are required. Select one or more Resources from the list and then click this button. 
The Review Tasks Window will open displaying all the Tasks that are in the Distribution Queue for the Resource(s) 
you selected. 
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Fax Logs Window 

When Logs is selected from the Distribution section of the Main Window, Punch List will display a log of the faxes 
that have been distributed previously. From this window, you can see when the faxes were sent, who they were sent 
to, the fax number used as well as other information. You can also view the original fax as it was sent and see the 
Tasks that were contained in the fax. 



Bl Log of Faxes Sent 



lLL 



□Six] 



Fax ID 


Date 


J 1 line 


I Company 


J Phone 


I Pages Sent 


2342 


9/23/99 


10:11 am 


Biggies, Basil & Brothers, Inc. 


555-6464 


10 


2343 


9/23/99 


10:13 am 


Cool Code, Inc. 


555-9959 


2 


2344 


9/23/99 


10:14 am 


J Be D, Inc. 


555-4414 


4 


2345 


9/23/99 


3:01 pm 


Ascent Technology 


(512) 555-4546 


7 


234G 


9/23/99 


3:03 pm 


Cool Code, Inc. 


555-9959 


1 


2347 


9/23/99 


3:03 pm 


Moore Kent & Co. 


555-9911 


3 


2348 


9/23/99 


3:04 pm 


SXSW Austin 


555-4646 


8 


2349 


9/23/99 


3:08 pm 


Texas Ranger, Inc. 


555-4442 


3 



| delete | 



J 



delete I delete ALL 



view original fax 



view tasks 



delete button 

This option lets you delete the currently selected records in the list. 

delete ALL button 

This option deletes ALL the log records. 

Note 

Each fax that is sent creates a file on your hard drive. While these files are usually small, they can add up over time. 
When you delete records from the fax Logs Window, you are also deleting these files. If free space on your hard 
drive is limited, you can free up some space by deleting log records. You can control the maximum number of log 
records kept by the fax Log Window by visiting the Preferences option of the Setup section of the Main Window. 



view original fax button 

This displays the selected fax exactly as it was sent, 
execute and display the fax. 



When you select this option, a secondary application will 



view tasks button 

Opens the Review Tasks Window and displays the Tasks that comprise the selected log records. It is important to 
realize that the information contained in the Tasks may have been modified since the fax was sent. It is also 
important to understand that if the original Task records have been deleted, there will be nothing to display. 
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Synchronize Overview 

Punch List is actually two applications: Punch List Desktop which runs on your Personal Computer (PC) and Punch 
List Remote which runs on or more Palm Connected Organizers. You install and synchronize the Remote application 
from the Synchronize section of the Main Window. 




Ready for HotSync 

The act of synchronizing data on the handheld with a desktop application is called a "HotSync". Ordinarily, all that is 
required for you to perform a HotSync is to drop the handheld into it's cradle and press the HotSync button. This is 
still true, but in order for the Punch List Desktop application to synchronize with the Punch List Remote application, 
the Desktop application must be ready. If the Desktop application is not running during the HotSync, no 
synchronization of Punch List Remote will occur. Additionally, the Ready for HotSync option must be selected. 
Selecting this option will open a minimized window in the lower left corner of your screen. The title bar of this window 
says, "Ready for HotSync" and serves as a visual reminder that Punch List will observe all HotSyncs and watch for 
Remote data that needs attention. If the the Ready for HotSync window is not open, no synchronization of Punch List 
Remote data will occur. 

You can set the Desktop application to be Ready for HotSync by default with the Preferences option of the Setup 
section on the Main Window. 

Install Remote 

Most Palm-based applications consist of a single .PRC file that you install using the Install Tool. As of this writing, the 
Punch List Remote application consists of no less than 20 files which must be installed on your handheld. 
Fortunately, most of these files are tiny but... 

Punch List Remote can only be installed from within the Desktop application. 
To begin the installation process select Install Remote as shown above. You will be walked through the rest of the 
process. 
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Punch List HotSyncs 



What Happens During a HotSync 

Base Info and Task records may exist in the Desktop application, in the Remote application, or in both. New records 
created in the Desktop application may be needed on the handheld and new records created in the Remote 
application most definitely need to be copied to the Desktop for distribution and backup purposes. During the 
HotSync, Punch List first copies the Task records from the Remote application. This will include any newly created 
Tasks and those that have been modified. The Task records are then synchronized with the data in the Desktop 
application: New Tasks are created and modified Tasks are updated. If any Tasks were created or modified in the 
Desktop application, they may be needed on the Remote. Punch List determines which Tasks should be copied to 
the handheld and sends them. Note that Tasks that have been completed (have an Actual End date) will not be sent 
back to the handheld. Finally, Punch List determines what modified or newly created Base Info records will be 
needed on the handheld and sends them along. 

In addition to providing the basic function of distributing the information, this process also assures that the data on the 
handheld, a relatively insecure environment, is backed up. Should something happen to your handheld, be it broken 
or lost, most of your Punch List data can be easily restored by installing Punch List Remote again on your new or 
repaired handheld. 

Punch List HotSync vs Palm HotSync 

The Palm Connected Organizer and it's desktop application are used by a single individual who wants to have the 
same information on both their handheld and their Personal Computers (PCs). A single user with a single handheld 
can keep relatively synchronized sets of data on more than one PC. A user may have a computer at work and one at 
home and synchronize the handheld with both. 

Punch List is a groupware application designed to allow multiple remote Managers to connect to a single, central 
desktop PC where data from each of the remote units is merged with data from all the other remote units. Do not try 
to install the Desktop application on more than one PC and then synchronize a single handheld with both. This will 
not work and your data set will become confused with unpredictable results. You can have multiple copies of Punch 
List Remote running on many different handhelds, but they all should synchronize with a single installation of Punch 
List Desktop. 

Securing Personal Data 

Punch List relies on the HotSync Manager to provide the basic functions required to synchronize handheld units with 
the desktop. Unless specifically instructed otherwise Palm Connected Organizer data will be synchronized each time 
Punch List data is synchronized. This means that anyone with access to the Punch List Desktop PC will have access 
to appointment, address, expense and memo records for all Punch List Remote users. If any of your handheld data 
needs to be secure, you should make sure that only required data is transferred and that the desktop PC used is 
secure. 

It is an easy matter to disable synchronization of personal handheld data on the PC. Click on the HotSync Manager 
icon in the Windows Application Tray to open the popup menu. Selecting Custom from this menu allows you to 
determine that Palm Connected Organizer applications you want to synchronize. You can prevent personal handheld 
data from being transferred to the PC by selecting Do Nothing as the action for each of the handheld applications 
and clicking on Set as default check box before closing each selection window. 

Punch List synchronization routines only run when Punch List Desktop is running on the PC and the Ready for 
HotSync button has been activated. It is therefore possible for users to HotSync only their handheld applications to a 
PC so long as Punch List is either not installed, or is not currently running, or Ready for HotSync has not been 
activated on that PC. 

HotSync Errors 

Many kinds of errors can occur during the course of a HotSync. Some errors are trapped by the HotSync Manager 
software. In this event, the HotSync Log will contain information about the error. Punch List may or may not be fully 
aware of these types of errors. The most common error of this type is a lost connection during the HotSync. 

Other types of errors are trapped by Punch List. Whether HotSyncing in the office or remotely, Punch List will 
attempt to inform you in the event an error occurs. After a HotSync event has completed, when you next start Punch 
list Remote, you should see "Last HotSync Successful" at the bottom of the Punch List Remote Main Screen. The 
date and time of the last successful HotSync will be given as well. If an error occurred, Punch List Remote will not 
display the Main Screen but will open the System Message screen with information about the error and further 
instructions. You should not try to use the Remote application until the error condition can be resolved. 
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Should a trapable error occur during the HotSync, Punch List Desktop will also display error information and 
instructions. The Error Notice Window will open. From this window, you can see the details of the error(s). 
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Import/Export Overview 



Much of the data used in Punch List can be imported into the program from other sources. Each of the Base Info 
Tables can be imported as well as Tasks. The Import/Export section of the Main Window allows you to perform some 
of the most common operations. 

I in port' Ex port 
Import Tasks 
Export T.isks 
Export All 

PliM It Specification 



Import Tasks 

Imports Task records from properly formatted text files*. The import files must be in the location you specified in the 
Import/Export Options section of the Setup Wizard. 

Export Tasks 

Exports Task records that are candidates for export* to text files created in the location you specified in the 
Import/Export Options section of the Setup Wizard. 

Export All 

Click to export ALL of the exportable records: Projects, Resources, Titles, Subprojects, and Tasks. The export files 
will be created in the location you specified in the Import/Export Options section of the Setup Wizard. 

Print l/E Specification 

Prints the Import/Export Specification document to your printer. This document explains what you need to know in 
order to import and export information to and from Punch List. The Specification is variable dependent on what 
options you selected during in the Import/Export options section of the Setup Wizard. 



* You probably noted that the language used in this topic is somewhat circumspect: "properly formatted text files", 
"candidates for export", etc. What is a properly formatted text file? What conditions qualify a Task as a candidate for 
export? It depends. If Punch List is used in conjunction with MS Project, the answers will be different than if Punch 
List is used with Primavera's SureTrak. Since this document cannot know how you have Punch List configured, 
much of the information you need to import and export data can only be presented to you in the Import/Export 
Specification itself. 
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Importing Data 



Importing data into Punch List can greatly reduce the amount of data entry that must be performed in order to get 
Punch List fully loaded with your information. If, for example, you already have your Resource information entered in 
some other program you might export the information from that program and bring it into Punch List en mass. Be 
aware, though, that once you have your data exported from the other source, you will most likely be required to 
modify the export file in some manner before bringing into Punch List. No two programs store data in exactly the 
same manner and some amount of work is usually required in order to pass the data around. Where possible, Punch 
List attempts to help you with this process. 

Data Import Rules 

There are many rules that must be followed when attempting to bring data into Punch List through the import 
mechanism. This is true of any database-based application and Punch List is no exception. To make matters worse, 
the rules for importing data are variable depending on how you use Punch List. If, for example, you are using Punch 
List in conjunction with JDEdwards Project Management the rules will be different than if you are using Punch List 
with no Scheduling Software Package. This document cannot know in advance how you have Punch List configured 
and as such cannot tailor itself to your particular situation. The Import/Export Specification document that you can 
print from the Import/Export section of the Main Window contains all the specific details you will need to know based 
on your setup. 

Each file that you import must have a structure that is predictable and anticipated. When you export data from 
another source, the result will be predictable but not necessarily anticipated. Let's say that you have your Resources 
entered into some other application like a day-planner. In this application you may have names, addresses, 
telephone numbers, etc. of many people and organizations who could be used as Resources in Punch List. If your 
day-planner application has an export function you are halfway home. How the information actually looks when it 
comes out can be quite variable, however. Some applications allow you to specify what columns of data, the order of 
those columns, and even allow you to filter out certain records so that they are not exported. Other applications have 
a button that says "export" and give no control over what data is exported nor it's format. 

Regardless of the output you have Punch List is going to insist that the data be formatted in a certain way when you 
try to import. In other words, Punch List anticipates that your export file will be properly formatted when it tries the 
import. Continuing with the example of a Resource export file, if your day-planner application exported the address, 
city, state, and zip code, Punch List is not going to import the file correctly because Punch List does not maintain any 
of this information for Resources. The import will either fail entirely or the address information will be imported into an 
improper column. You could end up with Resources whose email address is "Austin". To prevent this from 
occurring, it will be necessary for you to open the export file with some other application BEFORE you import it and 
modify it so that the file is constructed the way Punch List needs it. In our example, it would be necessary for you to 
remove the address, city , state, and zip code columns from the export file. 

A spreadsheet application of some type is often the best choice for this interim modification. A spreadsheet will 
present the data in a row and column format where you can deal with entire columns and rows at the same time. If 
you need to delete an entire column, you select it and delete it. Modifications can also be done with word processors 
but often the format is much harder to see. 

In some cases, Punch List may ask for information that your export file does not contain. Returning to our example, if 
your day-planner does not allow you to export an email address, you will still need to provide a column in your export 
file for email addresses since Punch List does store them. The column can be left empty or you can enter the email 
addresses right into the export file itself. Regardless, the email address column MUST exist in your file. If you 
choose to leave the addresses empty in the export file, you can always enter them in Punch List after the import. 

The Import/Export Specification document contains all the details you need to know regarding how your export files 
must be constructed prior to importing. You print the Specification from the Import/Export section of the Main 
Window. 

What types of files can be imported? 

Currently Punch List only accepts two types of files: Comma-delimited and Tab-delimited text files. A delimited file 
has the data values separated by some known character. In this case commas or tabs are accepted. Most 
spreadsheet applications currently available can open delimited text files and save files in these formats as well. 
Comma-delimited files are suffixed with the extension .CSV while tab-delimited files use .TXT. 

What can be imported? 

The Base Info Tables and Tasks can be imported into Punch List. To import data into one of the Base Info Tables, 
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open the Table's entry window from the Main Window and click the import button. If you are not using one of the 
Scheduling Software Packages you most likely will not ever import any Tasks, but rather create them in Punch List 
itself. If you are using one of the Scheduling Software Packages, then you will be importing Tasks frequently. Tasks 
can be imported from the Import/Export section of the Main Window or by clicking the import button in the Task Entry 
Window. 

The Import/Export Specification document describes in detail what you need to know before importing any of these 
data. 
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Exporting Data 

Exporting data from Punch List is generally much easier than importing it. Punch List exports your data at the touch 
of a button and creates the export file(s) in the location you specified in the Import/Export options section of the Setup 
Wizard. What you do with the files once exported is entirely up to you. The format used when exporting, that is the 
columns sent and the order of those columns, is not variable but in general the same information (and format) used 
when importing is used when exporting. 

To export the records from one of the Base Info Tables, open that Table's data entry window from the Main Window 
and click the export button. When exporting a Base Info Table's data, all the records entered in Punch List will be 
sent. 

You can export Task records from the Import/Export section of the Main Window or by clicking the Export button in 
the Task Entry Window. When exporting Tasks, only some of the records will be candidates for export. Which 
records qualify is dependent on the Scheduling Software Package you are using (if any). The Import/Export 
Specification explains the conditions under which a Task record will be exported. 

Tasks records will most often be exported prior to importing them back into one of the Scheduling Software 
Packages. How you import the Tasks is dependent on which Package you are using. The Import/Export 
Specification provides information on moving Punch List data back into your Scheduling Software. 
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Master Builder - Punch List Integrator (MBPLI) 

The Master Builder - Punch List Integrator (MBPLI) program allows Intuit Master Builder and Punch List to share 
data. Projects, Resources, Tasks and other information are transferred from Intuit Master Builder to Punch List. The 
data can then be used by a project manager to enter and modify information in the field. The field data can then be 
transferred back into Master Builder. The MBPLI application is started from the Punch List program group in the 
Windows Start Menu. Before running the application you must prepare Master Builder by creating the Master Builder 
User and configuring the Master Builder API. You must also have a Master Builder enabled serial number for Punch 
List. If you have a proper serial number, the main window in Punch List will display "Master Builder Enabled" in the 
title bar. 

Creating the Master Builder User 

You must create a Master Builder User for MBPLI to use. This user needs a user name and password. This user 
must be added to each Master Builder company that will share data with Punch List. The same user should be used 
for all companies. 

This user must be granted API rights within Master Builder. You will need to create a new Security Group (7-3-1 ) call 
"API" and assign it privileges to: 

■ Save/Delete 

■ Void 

■ Chg Period 

■ Print Checks 

Finally you will add the user to each company with the User List (7-3-2). Make certain the spelling and case of both 
the user name and password match exactly what you enter here. 

Configuring the Master Builder XML API 

The Master Builder XML API program, supplied by Intuit, must be running on the host machine. The API program is 
configured separately and allows access to Master Builder data that can reside anywhere on the network. 

You will need to check the security assignments in the Master Builder XML API program. This is accessed with the 
Edit/Security menu item. You will be presented with a dialog that lists all of the Master Builder objects that can be 
accessed with the API. Please Select All and Save Settings. 

For more information, please consult the Master Builder documentation. 
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The Main Window 



When MBPLI is first started, the main window is opened. 




Each of the functions available from this window are discussed in more detail but here is a brief description of each. 
Import 

The Import button initiates the process that brings Master Builder data into Punch List. 
Synchronize 

The Synchronize button merges Punch List data back into Master Builder. 
Configure 

The Configure button allows you to set various parameters that control has Master Builder Integrator functions. 
Help 

Opens a help file in HTML format that contains the same information seen here. 
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Configure 



Selecting the Configure button on the main window of Master Builder Integrator opens the window where you set 
several options that control how the program will function. You need to visit this window before attempting to Import 
or Synchronize any data. You must, at least, provide the user name and password you have setup in Master Builder 
so that the application can access the Master Builder database. 



Master Builder - Punch List Integrator 



Configure 



Master Builder ,— — 
User: I Bill 



Master Builder 
Password: 



-Operate From Master Builder Tables 

I - Budget |? Schedule 





Configure Managers . 



Ok 



Cancel 



Master Builder User 

Enter the user name that has access to the Master Builder database. 



Master Builder Password 

Enter the password that will authorize the user named above. 
Operate From Master Builder Tables 

The program can import line items from a Master Builder Budget (6-2) or Schedule (10-3). You must select one or 
both options. This setting is global to all projects imported into Punch List. 

Configure Managers 

Opens a window in which you select the Master Builder Employees who will be designated as Punch List Managers. 
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Configure Managers 



Each Company entered in Master Builder can have multiple Employees entered. Each of those Employees can be 
designated as a Punch List Manager. This window allows you to designate which Employees will fill that role. Master 
Builder employees are somewhat different from Punch List Manager in that any employee can supervise any job. In 
Punch List only those employees designated as Managers can supervise a job. The number of Managers you can 
designate is controlled by the Punch List license. If the limit is reached, additional licenses can be purchased. 



Configure Managers 




Employee 



Dow,Cynthia 
Edwards,Craig 
Erickson,Carl 
Estrada„Miguel 
Gardner,Frank 
GreenAndrew 
HalLDave 



HalLMarvin 



Hardy,Bruce 
Harrison,S annuel 
Hickman,Flichard 
Holrnan.. Ronald 
Hughes,Williarn 
Jenkins Jeffrey 
Johnson,Frank 
JonesParn 
Kennedy Jeremy 
King John 
Lane,Constance 



Exit 




Nominating Punch List Managers is important because only those Master Builder Jobs that are supervised by a 
Manager can be imported. 



Adding a New Manager 

1. Select a Master Builder company from the list on the left. When you make the selection the list of Employees 
associated with the selected company will be displayed in the middle list. 

2. Select the Employee's name from the middle list. 

3. Click the » button to move the selected employee into the Managers list on the right. If the maximum number of 
Managers (as dictated by the Punch List license) has been fulfilled, the » button will be disabled. 

Once you have configured the Managers, their information will be imported into Punch List. The Punch List Desktop 
application should not be used to modify these Manager records. Make the changes in Master Builder and then bring 
that information into Punch List again. 

Removing an Existing Manager 

Select the Manager's name from the list on the right then click the « button. If the selected Manager has existing 
Tasks assigned, you will not be able to remove the Manager from the list. 



Changing a Manager 

If a Manager leaves a company or becomes inactive for some other reason you will need to use the Punch List 
Desktop application to migrate the Tasks this Manager supervises to another existing Manager. This can be easily 
done by reassigning the Projects to the new Manager. Once that has been accomplished, you can remove the 
Manager as described above. 
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Import 



The Import mechanism in MBPLI allows you to bring Master Builder Jobs (Projects), Resources, and Tasks into 
Punch List. When you select Import from the Main window you will first be asked to select a Company. 




Importing Resources 

Select at least one Company from the list then click the Select Jobs button. You will be asked if you wish to import 
Resources for the selected Companies. If this is the first time importing Master Builder data you must import the 
Resources. Subsequently, you may decide whether or not to bring Resources again. Answering yes each time will 
never cause a problem. If you know for a fact that no new Resources have been added to Master Builder since the 
last import you can skip this step. Resources are composed of Master Builder Employees (5-2-1 ) and Vendors (4-4), 
Tasks (10-2), Cost Codes (6-5), and Punch List Descriptions (6-11-7). This information is collectively referred to as 
the Base Info in Punch List. 

Importing Jobs (Projects) 

All Master Builder Jobs supervised by those Employees designated as Punch List Managers will be imported. There 
really isn't anything else to do at this point. Once the import is complete, the Select Company window will re-open 
again. 
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Synchronize 

The Synchronize process merges Punch List and Master Builder data. How you synchronize the 
applications depends on the way in which your operation uses the two applications. Most likely, Punch 
List will become the primary application in which data is modified and updated. Master Builder will serve 
as the repository for data and perform reporting functions. If this is the case you will most commonly 
perform the first of the two options shown below. 



Synchronize Options 




Synchronize Master Builder with Punch List 

This option sends Punch List updates from the field to Master Builder. 



Tasks that originated from Master Builder Budget Lines will update that Budget Lines Memo field and will prepend the 
text 

■ Punch List Actual Start: mm/dd/yyyy 

■ Punch List Actual End: mm/dd/yyyy 

Tasks that originated from Master Builder Schedule Lines will update that Schedule Lines Memo field by prepending 
the text 

■ Punch List Actual Start: mm/dd/yyyy 

■ Punch List Actual End: mm/dd/yyyy 

Tasks that originate in the field will be placed in a Punch List item associated with the Job. If a Punch List item does 
not exist for that job in Master Builder, one will be created. 

When a task is first imported into Punch List, any notes in the Memo field are stored in Punch List. After that, only 
Notes entered in Punch List will update the memo field. Notes entered in Master Builder will be overwritten by a 
synchronize operation. 

Synchronize Punch List with Master Builder 

This option will update Punch List with new data from Master Builder. Checking the option enables the following 
options to give a finer control of the information exchange: 

a) Employees - update existing Punch List employee records. Employees that are no longer current in Master Builder 
will be deleted from Punch List during this operation. New employees will be added as necessary. 

b) Vendors - update existing Punch List vendor records. New vendors will be added as necessary. 

c) Titles - updates existing Punch List title records. New title records will be added as necessary. (See the discussion 
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on Resources above). 

d) Jobs - this will update Punch List project records and any associated tasks. New tasks will be added as necessary. 
Also, any new jobs assigned to a Punch List manager will automatically be imported. 

In general, it is not necessary to run this synchronization unless you know that information in Master Builder has 
changed. 
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Setup Overview 



When you start Punch List Desktop for the very first time, the Setup Wizard will appear and walk you through the 
process of entering the basic information Punch List requires to operate. Some of the information your enter initially 
may change over time and it may be necessary for you to revisit certain sections of the Setup Wizard to update the 
information. If your company moves to another location, for example, you will want to revisit the Organization options 
and update the address information there. The Setup section of the Main Window allows you to return to the Setup 
Wizard and update the information there. 

Setup 
OroanfzMUon 
Labels 

Import Export Options 
Pi ef eiences 
Holidays Work week 



Organization 

To update basic information about your company or organization, return to this section of the Setup Wizard. You will 
be able to enter or change your address, phone numbers, and other details. 

Labels 

In an effort to make Punch List as flexible as possible, several of the terms used in Punch List can be changed to fit 
the needs or your particular organization. The names used for the Base Info Tables, the term you use for Project 
Groups, and the name for a Task can be changed. These names are collectively referred to as "Labels" in Punch 
List. You may modify the Labels by selecting "Labels" from the Setup portion of the Main Window. 

Note 

If you change the Labels after the setting up your Import/Export options, you will want to revisit the Import/Export 
options and save that configuration again. Once you have changed the Labels and saved your Import/Export options, 
reprint the Import/Export Specification so that the new terminology will be reflected. 

Import/Export Options 

Use this section to indicate which Scheduling Software Package you will be using (if any), your preferred format for 
import files, and the locations of the files. 

Preferences 

There are several options under Preferences that allow you to control how Punch List operates. Preferences are 
covered in detail in the next section. 
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Preferences 



The Preferences section of the Setup Wizard allows you to determine the behaviour and appearance of Punch List. 
You access this section of the Setup Wizard by selecting Preferences from the Setup section of the Main Window. 

Setup | 

OroanfzMUon 

Labels 

lni|)OEt .-Export Options 
Preferences M 



The several options are explained below. They are explained in the order that they are presented in the Setup 
Wizard. 

Ready for HotSync at startup 

In order for Punch List Desktop to synchronize data with Punch List Remote, the Desktop application must be running 
and Ready for HotSync enabled while the HotSync operation is performed. You can configure the Desktop 
application so that it will always be Ready for HotSync as soon as the application is started. This is the default. If 
you are in a situation where you want Punch List to intercept the HotSync events on demand only, turn this option off. 
When Punch List starts up the next time, the Ready for HotSync window will be closed and HotSync events will be 
ignored by Punch List. 

Default Distribution Method 

Punch List can distribute information by fax, email, or as printed documents. Here you choose which of these 
methods you prefer to use as the default method. The default method can be overridden at any time on a case by 
case basis. Note that some of the options may be disabled. If for example, you do not have a fax/modem, the fax 
option will be disabled. If you select none as the default, the Tasks you create will not be distributed until you specify 
one of the other methods in each Task. 

Distribution Cycle 

Punch List can automatically distribute Tasks in the Queue at specific times or at regular intervals. For example, you 
can have Punch List distribute Tasks at 7:00 AM, 12:00 PM, and 5:00 PM. Alternatively, Punch List can send Tasks 
every N hours. In order for Punch List to automatically perform Distribution Cycles, the Desktop application must be 
running when the cycle time arrives. If you would rather that Punch List not cycle automatically, set the Preference to 
Distribute on demand only. In this case, distributions will only occur when you select Distribute Now from the 
Distribution section of the Main Window. 

Lead Time 

It is a good idea to keep the number of Tasks that you carry around in the handheld to a minimum. The small amount 
of memory and screen space on the handheld make this so. The more records you have, the harder it is to see them 
in lists and the greater the chance that you will outstrip the available memory on the device. By entering a value in 
the Lead Time Preference you limit the number of Task records that are transferred to the handheld. Whatever value 
you enter, only the Tasks whose scheduled start date is within that number of days will be transferred to the 
handheld. This allows you to create (or import) an entire schedule of Tasks in the Desktop application but only 
transfer impending Tasks to the Remote application. 

Note 

Tasks without a Scheduled Start date will be transferred to the handheld at the first available opportunity regardless 
of the value you enter. 

Always print a hard copy 

Since Punch List can distribute Tasks electronically, as faxes or email, it may be desirable to keep a hard copy of the 
distributed documents. Setting this Preference will cause Punch List to print a copy of the distributed documents to 
your current printer after each Distribution Cycle. This printed document can then be filed away for your own record 
keeping. 
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Use Global or Local Subprojects 

Subprojects are used to further delineate your Project information. If you choose to make all your Subprojects 
Global, each Subproject you enter will be available for use by ALL the Projects in Punch List. This usually works well 
for those using Punch List individually or for Projects that are all very similar. On the other hand, if your Projects are 
highly variable or your list of Subprojects is very long you may wish to link your Subprojects to specific Projects. 
These are called Linked Subprojects. With Linked Subprojects only those that are linked to the Project and those 
that are specifically marked as Global will appear in the choice lists during data entry. 

Hide Strata banner on documents 

By default, the documents produced by Punch List display a small banner at the bottom which identifies Punch List 
and Strata Systems LC as the party responsible for the software you are using. While we would appreciate having all 
documents display this banner, we do not force you and your organization to serve as the medium for such crass 
commercial advertising. If you would like for the banner to be hidden from your distributions, indicate that Preference 
here. 

Adding your Company Logo 

You may replace the Punch List logo with your own company logo. All the reports generated by Punch List will 
display the logo you provide. To use your logo you must have a file available that Punch List can recognize as a valid 
image file. Punch List accepts most of the standard image formats. Click the "browse..." button and locate your file. 
The resulting image will appear as Punch List will display it on the reports. If the image does not appear satisfactory, 
try clicking the "fit image to frame" check box. If the image still does not look the way you would like, it will be 
necessary to modify the image file itself with some other program designed for modifying image files. It is beyond the 
scope of this document to explain how to modify your files. If there is someone in your organization who deals with 
graphics, tell them the logo must fit within a 3" x 1" frame. 

You may save the location of your image file whether it appears appropriately or not. If the file needs to be modified, 
make the modifications and save it in the location you specified with the "browse..." button. Punch List will display the 
updated file. You do not have to return to the Preferences section and relocate the image file in this case. 
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H o I i d ay si Wo rk wee k 

Setup 

OirjAHiz-irtiQii 

Labels 

Import Expoit Options 
Piefe?ences 

Holidays Work week I 



Entering your Holiday and Workweek schedule and keeping it accurate is important if you are using Project 
Templates. By entering the days that your organization has off, your schedule of Tasks can accurately reflect actual 
working days. The Holidays and Workweek entry section is divided into four sections each of which is discussed in 
detail below. 

The program ships with some holiday information entered. 

This default information is provided primarily as example data to help you see how to setup your own schedule. You 
will want to review the existing entries though we have tried to use dates that are generally accepted as holidays. 



Workweek 



Holidays and Workweek 



Workweek Date-Certain 1 Date-Variable 1 Misc. 



Use the cheekbones on the right to 
indicate the days of the week that are 
normal work days for your company. If 
you normally work monday through 
friday, remove the checkmark from 
"Sundays" and "Saturdays". 
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non-workdays date-variable 
date-certain I miscellaneous 



cancel 



save 



Use this section of the window to indicate which days of the week or normal working days in your organization. Place 
a check mark next to each day of the week that is normally a workday. 
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Date Certain 



Holidays and Workweek 



Workweek Date-Certain | Date-Variable | Misc. | 

Use the calendar on the right to select holidays that fall on 
the same date every year. The Fourth of July and Christmas 
(Dec. 25th) are examples. Select only those dates that you 
know for a fact will be holidays on the same date every year.. 



January 1st 
February 1 4th 
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June 1 4th 
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November 11th 
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|~| non-workdays Q date-variable 
date-certain I miscellaneous 



cancel 



save 



The Date-Certain tab is for holidays that fall on the same date every year. The Fourth of July and Christmas 
(December 25th) are good examples. To add a new Date-Certain date, use the calendar to navigate to the correct 
month. In this case the year is irrelevant. Once you have the correct month selected, click on the day. The new Date- 
Certain date will be displayed in the list. To remove an existing Date-Certain date, select it by clicking the line in the 
list. Click the selected day in the calendar to toggle it off. The date will be removed from the list. To modify an existing 
date, select it from the list. Navigate the calendar to the correct month and then click the day. The modified value will 
replace the selected line in the list. 



Date-Variable 



Holidays and Workweek 



Workweek Date-Certain Date-Variable Misc. 



Use this form to define holidays which recur annually but fall 
on a different date every year such as Thanksgiving and 
Labor Day. 
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date-variable 
miscellaneous 



cancel 


save 







The Date-Variable tab is for holidays that recur annually but fall on a different date every year. Those holidays such 
as Thanksgiving (the fourth Thursday in November) and Labor Day (the first Monday in September are entered hear. 
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This part of the window is a bit more complex than the others. 

To enter a new Date-Variable holiday begin by clicking the new button. Use the three combo boxes to indicate the 
holiday. Alternatively, navigate the calendar to the correct month and click the day. When you click the calendar the 
combo boxes will be filled in for you. When you have the correct selection, click apply. 

To modify an existing Date-Variable holiday, select it by clicking the line in the list. Either use the combo boxes or 
navigate the calendar to the correct month and click on the day. Click apply to save. 

To delete an existing Date-Variable holiday, select it by clicking the line in the list and then click delete. 

Note that none of the changes you make are permanent until you click the save button at the bottom of the window. 



Miscellaneous Holidays 



Holidays and Workweek 



Workweek] Date-Certain] Date-Variable Misc. 



Use the calendar on the right to select any other dates that 
do not recur on a regular basis or cannot be easily 
determined before-hand, such as Easter. 
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non-workdays 
date-certain 



date-variable 
miscellaneous 



cancel 



The Miscellaneous tab is for holidays are either non-recurring or for which there is no easily discernible pattern. Once 
you have the other three sections configured this will be the only section that normally requires any maintenance. 
Each year when your organization's calendar is determined you will probably need to come here and add some dates 
and remove others. 

To add a new Miscellaneous holiday, use the calendar to navigate to the correct month. In this case the year is 
relevant . Once you have the correct year and month selected, click on the day. The new Miscellaneous date will be 
displayed in the list. To remove an existing Miscellaneous date, select it by clicking the line in the list. Click the 
selected day in the calendar to toggle it off. The date will be removed from the list. To modify an existing date, select 
it from the list. Navigate the calendar to the correct year and month then click the day. The modified value will replace 
the selected line in the list. 
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Installing Punch List Remote 

Punch List Remote can be installed during the initial setup from the Setup Wizard or from the Main window of the 
Desktop application at any time. The Remote application installs in two stages. The first installation transfers the 
underlying components of the Remote application. The second installation transfers the data files. 

TWO HOTSYNCS ARE REQUIRED TO COMPLETELY INSTALL PUNCH LIST REMOTE. 

Before installing Punch List Remote, a Manager account must be created in the Desktop application for the Remote 
user. Each Manager must have a HotSync Name entered. This name is the name that appears in the Palm Desktop 
application. You can select the HotSync Name from a list, or enter a new name and Punch List will create the 
account in the Palm Desktop for you. 

When you start the Remote installation, you must first select the Manager's HotSync Name from a drop list then press 
the Continue button. Start a HotSync when prompted to do so by pressing the HotSync button on the Palm organizer 
cradle. When the first HotSync completes, begin a second HotSync. You will be informed of any errors which might 
occur during installation. If any errors are reported or you cancel the installation before completion, Punch List 
Remote will not run successfully on your handheld. 



-84- 



Labels and Terminology 

To make Punch List as flexible as possible, several of the terms used in Punch List can be changed. The names 
used for the Base Info Tables as well as the name for a Task can be changed. These names are collectively referred 
to as "Labels". The Setup Wizard will give you the opportunity to assign these Labels during the initial setup of the 
program. You may also modify the Labels at a later time by selecting "Labels" from the Setup portion of the Main 
Window. 

The Labels you assign will be reflected throughout Punch List in all the screens, reports, and distribution documents. 
In fact, the only place your Labels will NOT be seen are in the help text itself. Since Punch List is a programmed 
environment, a simple substitution is all that is required. This text, however, is "static" and cannot be modified. As 
you read the Punch List documentation, you need to mentally substitute the appropriate Labels. 
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Button Bar 



l^fHl fh^fl^Tl RlfWfriHDimfDllHl 



The Button Bar appears at the bottom of many screens. The buttons perform various navigation actions in Punch List 
Remote. Some screens will present more buttons than others depending on which actions are appropriate from that 
screen. If you are not sure what action a particular button performs, click the info button © at the top of the screen 
to access context-sensitive help for the form. From the drop list of Topics on the Help screen, choose the button in 
question for more information. 

13 - Tapping the BACK will return you to the previously opened screen. 

- The M(ain) button takes you back to the Main screen. 

I MEVJ I - Clicking the NEW button will open the Task Entry screen ready for you to enter a new Task record. Complete 
the record by selecting choices from the drop lists, entering relevant dates and selecting check boxes. Additional 
information about the Task can be recorded in the Details and Notes screens. 

I LI5T I - The LIST button opens the List screen where Task records are presented in a tabular form. You can easily 
locate a specific record in the list. If a filter is in effect the records that match the filter will be displayed in the list. To 
view the details of a Task displayed in the list, tap the line in the list and Punch List will take you to the Entry screen 
for that Task. You may also tap the "E", "D", or "N" buttons in the button bar at the bottom of the screen. These 
buttons will take you to the Entry, Details, or Notes screens, respectively. 

S) - The Previous button appears in the center of the Button Bar and loads the previous record in the current Task 
list. You use the Previous button to step through the current set of records from top to bottom. When you reach the 
last record if you click the Previous button, the handheld will beep to let you know there are no more records before 
the one you are viewing. 

(B - The Next button appears in the center of the Button Bar and loads the next record in the current Task list. You 
use the Next button to step through the current set of records from top to bottom. When you reach the last record if 
you click the Next button, the handheld will beep to let you know there are no more records after the one you are 
viewing. 



(EED - Clicking the FIND button will take you the Find screen where you can use drop lists and buttons to easily select 
a specific Task or set of Tasks for review. 

© - The E(ntry) button will open the Task Entry screen. The Entry, Detail and Notes buttons navigate to the three 
screens where Task information can be entered and reviewed. 

(D - The D(etails) button takes you to the Details screen. The Details screen is used to update the Percent Complete, 
Lead Time, and Remaining Duration values. Additionally, you can mark the record Resend or Forget. For those 
Tasks that have already been distributed, the distribution dates are also displayed here. 

(H) - The N(otes) button takes you to the Notes screen where you may enter detailed information about a Task. The 
note may be virtually as large as you like. If there is a Note already attached to the selected Task, the "N" will appear 
in bold face (as shown). 
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Choice lists 



A standard method for offering selection choices in Punch List Remote is the Choice or "Drop" list. Choice lists are 
indicated by a downward pointing triangle <r. Tapping on the triangle will cause a Choice list to drop into view. 
Select an item from the list by tapping it, or tap the down arrow in the bottom right corner of the list to scroll down and 
display more choices. Once a selection is made from the list, the list will disappear and the selection will be 
displayed to the right of the triangle. 

In the Find, Confirm, and Schedule Steps screens, Choice lists are used to filter the records displayed in the list on 
the screen. For example, selecting a Resource from the Choice list on the Confirm screen will display all the Tasks 
for that Resource that have been marked for confirmation. 
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Life Cycle Indicator 



The Task Entry, Details, Notes, and Schedule Steps screens have an indicator in the upper right hand corner of the 
screen. This indicator displays the Life Cycle stage of the current Task record. 

HE "Q - Tasks displaying the NEW indicator in the upper right hand corner of the screen are being created at the 
moment. As soon as you leave the Entry screen or navigate to another record, the new record will be saved. 

DESKTOP A 

o - Tasks with the DESKTOP indicator in the upper right hand corner of the screen have been sent to Punch 

List Desktop for distribution. Tasks that are on the DESKTOP cannot be modified in Punch List Remote. 

full edit q _ j as L. s displaying the FULL EDIT indicator in the upper right hand corner of the screen were typically 
created on the remote and have not yet been distributed. Every field in the record can be edited. 

imported q _ j as L. s w j tn tne imported indicator in the upper right hand corner of the screen were generated by one 
of the scheduling programs and imported into Punch List for monitoring and updating. The fields available for editing 
are limited for Tasks that are IMPORTED. 

SEMT 8 - Tasks displaying the SENT indicator in the upper right hand corner of the screen have been sent to the 
Resource and sent back to the Remote for monitoring and status updates. A limited number of fields are editable in 
Tasks that have been SENT. 



Removing Punch List from the Palm Organizer 

To remove Punch List from a Palm Connected Organizer, select the Memory Application and tap the Delete Apps 
button. If you're using a Palm III or higher, tap on the Applications button and then the Menu button to select Delete 
from the menu. The files you will need to delete are named "Punch List" and "Sat. Forms RDK x.x" Select each one 
at a time and confirm that you do indeed want to delete them. A file named "SF SysAppDir" may also be present 
and can be deleted as well. 

Caution 

This will remove Punch List and ALL Punch List data from your Palm Connected Organizer. If you have just 
performed a HotSync with Punch List Desktop, your data is replicated there and can be easily reinstalled by choosing 
Install Punch List Remote from the main window. 
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Main Screen 



Punch List starts by presenting the Main screen. This screen has several button areas that allow you to access the 
other portions of the application. Each button area is explained below. 



PUNcU LL5T 




Last HotSync Successful 
on?/!?/?? at 1025 PM. If any 



PUNCH LIST 

Tapping the Punch List label at the top of the screen will take you to the About Punch List screen. 
Tasks 

This button area will open the List screen AND remove all current filters. In other words, this is a way to make sure 
you are viewing all the Tasks on the handheld. 

Create 

The Create button area opens the Task Entry screen ready for a new Task. 
Confirm 

The Confirm button area opens the Confirm Screen where you can see a list of Tasks that require further 
confirmation. 



Find 

This button area opens the Find screen where you can easily locate a specific Task or group of Tasks. 



List 

The List button area opens the List screen that presents your Tasks in a tabular fashion. Note that if there are any 
active filters, the Tasks shown on the list will be affected. 



Schedule Steps 

Opens the Schedule Steps screen where you can see those Tasks so designated. Note that if you are using Punch 
List in conjunction with one of the four Scheduling Software Packages, this button area will be labeled accordingly. 



Projects 

The Projects button area opens the Projects screen where you can review the list of Projects. Projects cannot be 
modified in Punch List Remote. 



Resources 

The Resources button area opens the Resources screen where you can review the list of Resources. Resources 
cannot be modified in Punch List Remote. 

The System Message area at the bottom of the screen advises you of the success or failure of your last interaction 
with Punch List Desktop. Subsequent to a HotSync, you should see a message in this area that says, "Last HotSync 
Successful" and the date and time will be displayed. If any errors occurred during the HotSync, additional information 
will be displayed here. Tap the Message area for an expanded view of the information. 
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List Screen 



The List screen displays Tasks in a list view so you can quickly locate a Task that needs further updating or review. 
To update a record, select it in the list by tapping on it with your stylus. 

Note that many times a filter may be in effect that prevents you from seeing all the records on the handheld. To see 
all records, return to the Find screen and tap FIND ALL. Return to the List screen to see the Tasks list. 
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Task Entry Screen 



The Entry screen is the first of the three entry screens available for entering and reviewing information that defines a 
Task. New Tasks are created in this screen and many of the updates will be performed here. In this screen you 
determine which Project, Subproject, Resource, Division and Title are associated with the Task. Additionally, you can 
set the important dates and indicate how the Task is to be distributed. 

Depending on current record's stage in the Task Life Cycle, some controls may be hidden or read-only. For example, 
if the Task is on the DESKTOP awaiting distribution, you will not be able to modify the Task. Look in the upper right 
corner of the screen for the indicator to see what state the Task is in currently. 



Task Entry 



(+) Pro j: -r 1010 Fairview Court 
(±) Sub: -r Kitchen Q 
(+) Use: t Mills Construction 
(T| Din: w Frame 
(+) Ttl: ■w Measure cabinets 



□ flSHP 
» Fax pjf Confirm 



□ Started 



09/27/99 



□ Finished | 1:19/27/99] 
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© "+" buttons 

Tapping a "+" button causes a new Task record to be created while leaving the choice lists on the selected line and 
above with their current values. The "+" buttons make repeated creation of similar Task records easier. For 
example, say you want to create a new Task that is associated with the same Project, Subproject, and Resource. 
Tap the "+" button next to Resource. The new Task beep will sound and the screen will redraw with all fields empty 
except for Project, Subproject and Resource. Fill in the remaining fields with new data. 

0 Subprojects filter button 

The Subprojects filter (shown "on" here) controls the contents of the Subprojects choice list. Subprojects can be 
designated as GLOBAL, or they can be linked to specific Projects only. If the Subprojects filter is on, only the 
GLOBAL and linked Subprojects will be shown. If the filter is off @, all Subprojects will be shown in the choice list. If 
your list of Subprojects becomes very long, you should link your Subprojects to specific Projects and have very few 
GLOBALs. 



PRIORITY choice list 

Set the Priority of your Task by selecting a number between 1 and 5 from the Priority choice list. Punch List does not 
take advantage of Priority rankings, but most project management applications do. 

SEND VIA choice list 

Use the Send Via choice list to select the method of distribution preferred for the current Task. If you do nothing at all 
with the Send Via list, the Task will be distributed to the Resource via the Resource's default distribution method. 
Distribution choices are: fax, email, Printer, Desktop, None and <default>. 

Tasks with Send Via = Desktop will be removed from the handheld during the next HotSync and will reside in the 
Desktop application indefinitely. No distribution will occur. 

Tasks with Send Via = None will not leave the handheld until the destination is changed or the Task is marked Done 
or Forget. No distribution will occur. 

r*r flSflP ASAP check box 

Checking the ASAP check box will cause the current Task and all other Tasks for the current Resource to be 
distributed immediately after the next HotSync takes place. 

Ef Confirm Confirm check box 

The Confirm check box provides a way to indicate that additional contact with the Resource is required. A short list of 
Tasks that need further attention or contact can then be reviewed by clicking "Confirm" from the Main screen. 
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Ef started Started check box 

Tap in the Started check box to indicate that the current Task has been started. If an Actual Start date has not yet 
been entered, it will be entered for you. If there is a Scheduled Start date it will be used. Otherwise, the current date 
will be used. Unchecking the Started check box will cause the Actual Start, Actual End and Finished check box to all 
be cleared. 

ef Finished Finished check box 

Tap in the Finished check box to indicate that the current Task has been completed. If Actual Start and Actual End 
dates have not yet been entered, those fields will be entered for you. Unchecking the Finished check box will cause 
the Actual End date to be cleared as well. 

SCHEDULED START 

Indicates the date the current Task is scheduled to Start. 
SCHEDULED END 

Indicates the date the current Task is scheduled to be completed. 
ACTUAL START 

Indicates the date the current Task actually started. Tapping the Started check box will automatically enter the 
current date into the Actual Start field. 

ACTUAL END 

Indicates the date the current Task actually ended. Tapping the Finished check box will automatically enter the 
current date into the Actual End field. Once a Task has an Actual End date entered, it will be removed from the 
handheld upon the next synchronization with Punch List Desktop. Finished Tasks are archived in Punch List 
Desktop. 
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Task Details Screen 



The Details screen is second of the three entry screens available for entering and reviewing information that defines a 
Task. 

The Details screen is used to update the Percent Complete, Lead Time, and Remaining Duration values. 
Additionally, you can mark the record Resend or Forget. For those Tasks which have already been distributed, the 
distribution dates are also displayed here. 
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Ef Forget Forget check box 

Tap the Forget check box to effectively delete the current Task. Once Forget is checked, the Task will be removed 
from the handheld upon the next synchronization with Punch List Desktop. If the Task has been distributed, the 
Resource will receive a Forget message for this Task in the next distribution. If the Task has never before been sent 
to Punch List Desktop, it will be deleted completely from the system. 

Ef Resend Resend check box 

In some cases, a Task will need to be redistributed to the Resource. For example, you may have been told that a 
particular Task has been completed but upon inspection you discover that the Task is either incomplete or the work 
performed is unsatisfactory. The Resource in question needs to be told to do the Task again or needs further 
information to complete the Task to satisfaction. Enter the additional information and then click the Resend check 
box. The next time you HotSync, Punch List will put this Task back in the queue for distribution. The fact that this 
Task is being resent will be indicated on the distribution document. 

If a Task has not yet been distributed, the Resend check box will not be visible. 

The first time a Task is distributed, the date is entered in the First Sent and Last Sent fields. If the Task is Resent, 
the most current resend date will appear in the Last Sent field. 

% COMPLETE choice list 

Record a value between 0% and 1 00% in 1 0% increments by selecting from the choice list. The value you enter here 
represents an estimate of how much of the Project has been completed. 



DURAT'N 

An integer value representing an estimate of the Remaining Duration (in days) may be recorded. The value entered 
here is for your information only. No constraints are implied by entering a value. 

FIRST SENT 

The First Sent date indicates the first date the current Task was distributed. 



LAST SENT 

The Last Sent date indicates the last date the current Task was distributed. If the Task has only been distributed 
once, First Sent and Last Sent will contain the same date. 



LEAD TIME 

Lead Time determines how far in advance (in number of days) of the Scheduled Start date to distribute the Task to 
the Resource. In most cases, Tasks are distributed as soon as they are created and transferred to Punch List 
Desktop via HotSync. Sometimes it is desirable to retain Tasks on the handheld for some time prior to actually 
informing the Resource of the Task. In order to accomplish this, enter a Lead Time and a Scheduled Start date. 
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Punch List will monitor this Task and when the current date equals the Scheduled Start less the Lead Time, the Task 
will be distributed. 

CREATED 

The Created Date indicates the date the current Task was created. 
MODIFIED 

The Modified Date indicates the last date the current Task was modified. 
PUNCH LIST ID 

Punch List ID's are unique numbers assigned to each Task created in the program. They are assigned by Punch List 
Desktop, so newly created Tasks on the Remote will not display a Punch List ID until they have been transferred to 
the Desktop and back. In some situations it is useful to find specific Tasks via their unique ID. 
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Task Notes Screen 



The Notes screen is the third of the three entry screens available for entering and reviewing information that defines a 
Task. The Notes screen is used to enter additional information and comments that you wish to communicate to your 
Resources that cannot be indicated via the choice lists, check boxes, and the like. 

A note can be entered in almost all cases even when other fields are disabled. The only time a note cannot be 
entered is when the Task is on the Desktop. 
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Find Screen 



The Find screen will help you locate a Task or a set of Tasks that require further review or updating. 

Filters you apply by selecting from the Choice lists are cumulative in effect. For example, if you choose a Project 
from the first drop list then choose a Subproject from the second drop list, you are saying, "Show me the Tasks for 
this Project AND this Subproject". 

As you apply filters, the number of Issues found will be displayed in the TOTAL FOUND part of the window. When 
you have finished applying your filters, you can navigate to one of the Tasks matching your criteria by clicking the "E", 
"D", or "N" buttons. You can also see the entire list of Tasks that match by clicking the LIST button. 
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S "All" buttons 

The "AN" buttons clear the filter in place for the drop list located immediately to the right of the button. Punch List 
takes the visible criteria (Project, Subproject, etc.) and uses those criteria to find Tasks that match. Tapping an "AN" 
button means you want to see all of the Tasks regardless of the criteria displayed in the associated drop list. 
Selecting a Resource and tapping "AN" for Project means you want to see the Tasks for this Resource regardless of 
Project. Selecting a Project and tapping "AN" for Resource means you want to see every Task for this Project 
regardless of Resource. Tapping each of the "AN" buttons in succession removes all the filters. 

i hhp bv id i FIND BY ID button 

Enter a value into the PLID field and tap this button to find a Task with an exactly matching Punch List ID. Finding on 
Punch List ID will always return either 1 or 0 records. 

iriHDWDflTEsi FIND W/ DATES button 

You can find records based on the Scheduled Start and End dates, and/or the Actual Start and End dates. Enter the 
date(s) of interest, then click the Find w/ Dates button. Remember, if you have any other filters in place, those will 
affect the number of records found. 

|fihd all| FIND ALL button 

The FIND ALL button clears any filters you have selected. The resulting TOTAL FOUND value will be the total 
number of Tasks on your handheld. 

efoMiT schedule steps OMIT SCHEDULE STEPS check box 

By placing a check mark in the Omit Schedule Steps check box, all Tasks that were imported from one of the 
Scheduling Software programs will be omitted from your set of Tasks. This allows you to easily view only those 
Tasks that have been created in Punch List Remote or on the Desktop. If you are not using Punch List in conjunction 
with one of the Scheduling Software programs, any Task whose Division is "Schedule Step" will be omitted. 
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Confirm Screen 



Punch List is designed to facilitate communication between participants in a Project. With Punch List much of the 
time-consuming conversations, meetings, and phone calls can be replaced with an automatically generated fax, 
email, or printed document. Sometimes, though, there is no substitute for a one-on-one conversation to follow up on 
a specific Task. The Confirmation screen in Punch List Remote will help you with these Tasks. As you go through 
the day entering and updating Tasks in Punch List, mark those that you know will require confirmation in the Tasks 
Entry screen by checking the Confirm check box @f Confirm. At some point, you can stop and review those Tasks so 
marked by clicking the Confirm button area on the Main screen. Punch List will display the Confirm screen where all 
the Tasks you have marked will be displayed in one convenient place. 

The Confirm list can then be used as a guide to place phone calls, for example, to the individuals needing the 
information. Once the confirmation is complete, the Task is removed from the list by clicking the "Uncheck once 
confirmed" check box. 

There is no equivalent window or screen in the Desktop application. You can easily filter your Tasks for those 
requiring confirmation using the Filter Tasks window. Because the filtering capabilities are so much greater on the 
Desktop, there is no requirement for a special window. 
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@ "All" buttons 

The "AN" buttons clear the filter in place for the drop list located immediately to the right of the button. Punch List 
takes the visible criteria (Project or Resource) and uses those criteria to find Tasks that match. Tapping an "AN" 
button means you want to see all of the Tasks regardless of the criteria displayed in the associated drop list. 
Selecting a Resource and tapping "All" for Project means you want to see the Tasks for this Resource regardless of 
Project. Selecting a Project and tapping "All" for Resource means you want to see every Task for this Project 
regardless of Resource. Tapping each of the "All" buttons in succession removes all the filters. 

121 Rotating Phone List button 

Up to 5 contact numbers can be entered for each Resource in Punch List. All of the numbers can be viewed by 
selecting the Resource in the list and then repeatedly clicking the Rotating Phone list button to scroll through the 
numbers. 

Ef Uncheck once confirmed Uncheck once confirmed check box 

Remove the check mark in the "Uncheck once confirmed" check box to indicate that no further communication is 
required for this Task. The current Task will be removed from the Confirm list. 
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Schedule Steps Screen 

Punch List allows you to differentiate Tasks as Schedule Steps, 
correspond with some other scheduling system or software. 



These Tasks have special significance and often 



Punch List has been built to work in conjunction with MS Project, Primavera's SureTrak, JDEdwards Project 
Management, and Intuit Master Builder. If you are using one of these software packages, the Tasks you export from 
them and import into Punch List will be created as Schedule Steps. These Tasks will be created as "MS Project 
Assignments", "SureTrak Activities", "JDE Schedule Steps", or "Master Builder Items", respectively. 

If you are not using one of these four Scheduling Software Packages, you can still create your own Schedule Steps 
by placing new Tasks under the Division named "Schedule Steps". 

The Schedule Steps screen presents Task information, but filters the Tasks to display only those designated as 
Schedule Steps. In this screen you can update the important dates, show progress with the Percent Complete, and 
enter the remaining duration. 

When the screen first opens, it may be essentially blank. Click the drop list at the top of the screen and select a 
Project whose Schedule Steps you need to review. If there are any, the list will display the records. Select a line in 
the list and update the values below. If you need to perform an update to a field not included on this screen, you can 
navigate to the Entry, Details, or Notes screen by clicking the appropriate button in the button bar at the bottom. 
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FREE & TOTAL FLOAT 

Some Scheduling Software Packages use the Free Float and Total Float values. If so, these values will be displayed 
for you. 

% COMPLETE choice list 

Record a value between 0% and 1 00% in 1 0% increments by selecting from the choice list. The value you enter here 
represents an estimate of how much of the Project has been completed. 



DURAT'N 

An integer value representing an estimate of the Remaining Duration (in days) may be recorded. The value entered 
here is for your information only. No constraints are implied by entering a value here. 



TARGET START 

When Tasks are imported from one of the Scheduling Software Packages, the Target Start date will be entered. This 
date indicates the date the Scheduling Software believes the Task should be started. This field cannot be modified 
and is for the Manager's information only. This date will not appear in any of the distribution documents. Only the 
Scheduled Start date will be communicated to your Resources and that field can be changed to reflect a change in 
the schedule. 



TARGET END 

When Tasks are imported from one of the Scheduling Software Packages, the Target End date will be entered. This 
date indicates what date the Scheduling Software believes the Task should be completed. This field cannot be 
modified and is for the Manager's information only. This date will not appear in any of the distribution documents. 
Only the Scheduled End date will be communicated to your Resources and that field can be changed to reflect a 
change in the schedule. 
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SCHEDULED START 

Indicates the date the current Task is scheduled to Start. 
SCHEDULED END 

Indicates the date the current Task is scheduled to be completed. 
ACTUAL START 

Indicates the date the current Task actually started. Tapping the Started check box will automatically enter the 
current date into the Actual Start field. 

ACTUAL END 

Indicates the date the current Task actually ended. Tapping the Finished check box will automatically enter the 
current date into the Actual End field. Once a Task has an Actual End date entered, it will be removed from the 
handheld upon the next synchronization with Punch List Desktop. Finished Tasks are archived in Punch List 
Desktop. 
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Projects Screen 

Projects are the second highest level of organization in Punch List. Projects can be addresses of homes, building 
numbers, the name of development projects, etc. For example, if you are a residential builder, Projects could be the 
addresses of the homes you are building. If you are a commercial developer, Projects might be building numbers, 
building units, or lease spaces. If you are a software developer, Projects could be the names of the software 
components you are creating. 

If the term "Projects" does not fit your needs, you can change the name of this level of organization to anything that 
suits you in the Desktop application. The name you choose will be reflected throughout the program. 

Projects (and the other Base Info Tables) can only be modified in the Punch List Desktop application. The 
information on this screen is for reference only. 
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tD Rotating Details button 

Each Project has several user-defined fields. You can scroll through the information in these fields by clicking the 
Rotating Details button. 

The Projects Screen has a companion Notes Screen that is accessed by clicking the N button in the button bar. The 
Notes screen is read-only so the Project note cannot be edited. If the currently selected Project has a note, the N 
button will appear in bold face. 
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Resources Screen 



Resources are people, groups, or organizations responsible for carrying out the Tasks you record in Punch List. 
Resources as those entities with whom you communicate the information record in Punch List. 

If the term Resources does not fit your organization, you can change the name to anything that suits you in the 
Desktop application. The name you choose will be reflected throughout the program. 

The Resources screen is designed to give the Manager a place to check facts about Resources entered into Punch 
List. This screen is not intended to replace the built-in Phone List on the Palm device. 

Resources (and the other Base Info Tables) can only be modified in the Punch List Desktop application. The 
information on this screen is for reference only. 



Resources! 


e 


Jay Littleton 


+ 


Jim Mills Company 


Lens & Associates 
Lupe Figuero 
* Marcos 

Mas Tech Surfaces 


+ 


contact: Mr. Raymond E 


i. Ramon 


1^1 main: 




555-1047 









tD Rotating Phone list button 

Up to 5 contact numbers can be entered for each Resource in Punch List. All of the numbers can be viewed by 
selecting the Resource in the list and then repeatedly clicking the Rotating Phone list button to scroll through the 
numbers. 
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Punch List runs slowly 

Punch List is memory and processor intensive particularly if you have a great deal of data entered. If you are at or 
close to the minimum requirements for RAM (32 Mb is recommended) or free hard drive space, you should think 
seriously about obtaining more. Fortunately prices on both RAM and hard drives have come down precipitously. 

All computers running Microsoft Windows perform poorly when you have very little hard drive space available. This is 
due the use of "Virtual Memory" by the Windows operating system that requires the ability to use the hard drive as a 
temporary RAM device. We recommend that you always leave approximately 10% of your hard drive empty and that 
you defragment your drive on a regular basis. 
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Modems and COM ports 

Punch List can be used most effectively if you have at least two COM ports (short for COMmunications port). Ports 
are the connections where other devices are plugged into your computer. Your mouse is connected through a port (a 
"serial" port usually). Your modem occupies a COM port and so does the HotSync Cradle in which you place your 
Palm Connected Organizer. Only one device can make use of any given port at a time. 

If you do not have at least two COM ports (which would be unusual), or if you find that after reading the following you 
could use more COM ports than you currently have, additional ports can be added by purchasing, installing, and 
configuring an adapter card. Details on adding COM ports to your computer is beyond the scope of this document, 
but the process is fairly simple especially for Plug and Play devices. Any reputable computer hardware retailer can 
help you. 

The situation becomes complex when you try to have more than one program make use of a single COM port. For 
example, if you have Punch List configured so that the Distribution Cycle runs automatically at different times of the 
day, Punch List is going to expect that the COM port to which the modem is connected will be available when the 
time comes. If the Modem is busy doing something else, say you are dialed into the Internet, Punch List will make 
repeated attempts to obtain access to the port (and the modem), but will eventually quit trying. 

Ordinarily, then, you want a situation where the modem (and COM port) that Punch List will use is left available most 
of the time. The HotSync Manager software that comes with your handheld, can be setup so that remote HotSyncs 
can be performed. That is to say, you can be away from your computer, dial into the computer with a Palm modem, 
and perform a HotSync. In order to do this, you set the HotSync Manager software to Modem as opposed to Local. 
It is important to realize that the HotSync Manager software will tie up your COM port, and therefore your modem, 
when set this way. The HotSync Manager 'listens' to the COM port waiting for incoming calls. As such, the port is 
deemed to be 'busy' and no other applications on your computer will be able to use the modem. This is true even 
though a HotSync is not being performed at that particular moment. As long as the HotSync Manager is set to 
Modem, that COM port is unavailable. 

Human intervention will be required if you only have one modem and remote HotSyncs are required. Someone will 
have to set the HotSync Manager to Modem before the HotSync, and then set it back to Local after the HotSync so 
that Punch List (and other applications) can have access to the modem. Since Punch List can be set to execute the 
Distribution Cycle at specific times, it is not too terribly difficult to inform your Managers when they can HotSync 
remotely and when they cannot. They cannot HotSync while Punch List is in a Distribution Cycle. 

Note 

Anytime one modem handles more than one function there can be problems. Switching HotSync Manager to Modem 
after some other process has had control of the COM port is frequently problematic. If you are using one modem, it is 
recommended that you exit and restart HotSync Manager after Punch List (or any other application) has had control 
of the modem. 

One alternative is to have two modems: One modem is used for remote HotSyncs while the other is available for use 
by Punch List. As such, no intervention is required as the COM ports can be relegated for use by each application. 
Another alternative is the Network HotSync mechanism from Palm Computing. If your office uses TCP/IP and has 
access to the Internet you could have your remote users HotSync via the network. Under this configuration the 
HotSync process would run through the network card leaving a COM port available for your modem. 

The use of multiple Palm Connected Organizers HotSyncing to a single PC is an area of major activity in the Palm 
Connected Organizer world. We can all expect improvements in this area in the near future. 

The business of managing COM ports on a Personal Computer (PC) is not a simple one. It is beyond the scope of 
this document to fully advise you as to what you will need to do to take best advantage of your ports. You should 
refer to the documentation that came with your computer and modem for more information on configuring your COM 
ports and interrupts (IRQs). 
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Win.ini modifications 



If you are installing on Windows 95, the Punch List setup program makes a few modifications to your WIN.INI file. 
Before doing so, a backup of your current file is created and named WININI.BAK. You are free to keep or delete 
WININI.BAK as you please. The modifications made are all required to create and manage the new printer driver use 
for sending faxes. The following entries have been added to the indicated sections. 

[PrinterPorts] 

Punch List fax=FMFAXDRV,PLst, 1,1 

[Devices] 

Punch List fax=FMFAXDRV,PLst 

[Ports] 
PLst= 

The following new section was created. 
[FaxMan, PLst] 

Application=C:\Progra~1\PunchL~1\punchlst.mde 
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Punch List Fax printer driver 

The Punch List setup program creates a new printer driver on your computer. This driver is named "Punch List fax" 
and can be seen in your Printers control panel applet. You should not modify the properties of this driver (except as 
explained in Enhancing the quality of fax output) nor delete it. If you ever mistakenly delete the driver you should 
reinstall Punch List (see Reinstalling Without Losing Data). You should also make sure Punch List fax is never set as 
the "Default" printer. Should this occur, you will no doubt see the error message "Unable to get Filename for Port: 
PLst" when attempting to print. If this occurs, open your Printers control panel and reset the Default printer to a 
different printer. 
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Unable to get Filename for Port: PLst 

If you ever see this message when trying to print from your computer, it means that the Punch List Fax printer driver 
has inadvertently been set as your default printer. The Punch List fax printer driver can only be used by Punch List. 
Open your Printers control panel and set the default printer to some other (real) printer. The Punch List fax printer 
driver should never be set as your default printer. 
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Fax problems 



If errors occurred the last time Punch List attempted to send faxes, the Error Notice window will appear. If only one 
or two faxes are failing and the rest complete successfully, most likely an incorrect fax number is entered in the 
Resource's record or there is something wrong with the fax machine to which you are sending. 

If every fax you try to send is failing, incorrect COM port settings and interrupt (IRQ) conflicts are the most common 
problems. If some other software is utilizing the modem problems will also occur. Verify the modem is available and 
the port is not busy. Please refer to your fax/modem's documentation for pointers on troubleshooting fax problems 
and port conflicts. 

You can also try re-detecting your modem. Select fax Options from the Distribution section of the Main Window. The 
Setup Wizard will open and you can re-detect your modem from there. You would want to do this if you had recently 
installed a new or different fax/modem on your computer or perhaps when you are experiencing trouble. It doesn't 
hurt anything to re-detect your modem even if it has already been detected before. Sometimes it can help "rewire" 
your connections. 

Please check our web site at www.punchlist.com for frequently asked questions and resolutions to the most common 
problems. 

The faxing component of Punch List functions independently of the Modem control panel applet and the Phone Dialer 
Application that are both parts of the Windows operating system. Use the fax Options of the Setup Wizard to control 
the settings that will be used while Punch List uses the modem. 
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HotSync problems 

If errors occurred during a HotSync with one your Managers, the Error Notice window will appear. More information 
about the error will be displayed there. 

HotSync Manager is particularly prone to hang upon switching between Local and Modem HotSync mode. Exiting 
and restarting HotSync Manager and/or resetting the Palm Connected Organizer will often resolve problems 
encountered while HotSyncing. If another piece of software or hardware is attempting to utilize the same COM port 
as HotSync Manager, problems will occur. Verify the port is not busy. Refer to the documentation that came with 
your handheld for more information about how HotSync Manager uses the COM ports. 

Please check our web site at www.punchlist.com for frequently asked questions and resolutions to the most common 
problems. 
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Enhancing the quality of fax output 

The Punch List fax printer driver properties can be modified to enhance the quality of your printed faxes. It is 
recommended that you make the following changes to those properties. 

Note 

The following procedure applies to Windows 95 users only. 

Beginning at the Start menu, select Settings/Printers. When the window opens, use the right mouse button and click 
on the Punch List fax driver. Select Properties from the popup menu. In the Properties window, click on the Details 
tab. Under Details, select the Setup button at the bottom of the window. In the Setup window, select the Graphics 
tab at the top of the window. In the Graphics window, select Fine Mode under the resolution drop down list, and 
select None for Dithering. 

Click OK in this window and click OK on the next window and your settings are changed. 
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Reinstalling without losing data 

At some point you may need to reinstall Punch List Desktop on your Personal Computer (PC). It is possible to 
reinstall Punch List without losing any of the data you have already entered. You data is contained in a file called 
PLDATA.MDE. You will want to make a copy of this file and store it someplace safe before you reinstall. Follow 
these steps: 

• Open the Punch List folder 

• Make a copy of the PLDATA.MDE file and put the copy on your computer's desktop 

• Run the Remove Punch List shortcut from the Punch List program group in the Start Menu 

• Reinstall Punch List 

• Return to the Punch List folder 

• Move the PLDATA.MDE file from your desktop to the Punch List folder 
When you restart Punch List, your data should be as it was before you reinstalled. 
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Importing/Exporting doesn't work 

One of the most complex features in Punch List is the Import/Export mechanism. This feature is complicated so take 
heart, you are not alone. Experience has shown us that in most cases there is not a technical problem per se, but 
rather a fundamental misunderstanding about the whole process. This section is intended to help you wade through 
the complexity and if necessary, provide our Technical Support department with the information necessary for getting 
you up and running with the import/export feature as quickly as possible. 

Walk before you run 

When you first install Punch List, you have a fairly steep learning curve to go through before all the processes and 
features of the program will be familiar to you. Many users believe the first thing they should do is import data into 
Punch List. This would be equivalent to attending a basic math course and attempting to solve non-linear equations 
on the first day. Take some time and work with Punch List just as it is. Enter a few Projects, Resources, and Tasks 
using Punch List alone. You need to get your bearings on how things are laid out and using the program in a limited 
fashion is the best way. You can import all those tons of data tomorrow. 

Read and reread the Import/Export Specification 

Everything you need to know in order to import and export data is contained in the Import/Export Specification 
document that can be printed from the Import/Export section of Main Window. Once you have read the document, 
read it again. The second time, make notes to yourself about things you do not understand. With those notes in 
hand, visit our web site and check out the Frequently Asked Questions (FAQs). It may be that someone else has 
already asked the questions you have and the answers are there. If you cannot find the answers, send an email to 
our Technical Support department (support@punchlist.com). We will get back to you right away. It may be that we 
need to modify the Import/Export Specification to explain a particular topic more clearly, so we are genuinely 
interested in your feedback. 

Understand your Scheduling Software Package 

Whatever Scheduling Software Package you are using, you need to be fairly familiar with that environment. 
Sometimes problems arise due to a lack of understanding of these other programs. Each of these programs is well 
documented and help is available from the manufacturers. 

Still have problems? 

If you have done everything above and are still unable to import or export data successfully, send a copy of your 
PLDATA.MDE file (found in the Punch List folder) and your Scheduling Software files to support@punchlist.com. We 
will run through your files and verify the setup and that we can successfully import and export data. Once we have 
had a chance to look at your files, we will call you with further assistance. Hang in there. These routines have been 
tested repeatedly and have been found to work. You will soon be able to import and export data successfully. 
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